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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.

Make a one-time payment for
assessments or amenities.

Pay Assessments ] [ Pay Amenities

Need help? See the following guides:

one-time payment, amenity payment, payment schedule.
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

Pay by Mail
Contact First Citizens Bank
Fees may apply for online payments.

Powered by First Citizens Bank

Property Pay


https://propertypay.firstcitizens.com/
https://firstcitizens.com/
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2. A new window provides the Terms & Conditions; once reviewed, click Yes to continue.

Agree to Terms and Conditions

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 *

[ L) v (602) 123-4567 }

n Yes. I'd like to stay in touch with First
Citizens Bank and agree to receive
periadic email updates and offers. |
understand | can unsubscribe at any
time.

* Indicaotes required fisld
Cancel

Property Pay 4 Member @
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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.

Property Pay

Sign Up - Register your property

ABC iltii

Enter Property IDs
Management ID * ®
144

ABC Management Dema Account

Association 1D * ®

456
Sandy Beach HOA

Property / Account Number * ®
4330

Address Line 1 *

Unit #

1012 15th St

(optional)

Address Line 2

(optional)

City * State *

Phoenix AZ

Property Nickname *

1012 15th 5t.

* Indicates required field

Zip Code *

Y 85001

Cancel Register Property

Property Confirmation Successful

Select continue to complete your registration.

Member @
FDIC ==
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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 illii

First MName * Last Name *
Sample Homeowner
Email Address * Confirm Email Address *
Sample@gmail.com Sample@gmail.com
Password * Confirm Password *
ERLL L L L L L] LER L L L DL LT
Password Requirements Confirm Password Reguirements

Must be ot least 13 characters ﬂ Passwords must match

Dioes not contain your first name

Does not contain your last name RegiStrUtiDn Complete
Dioes not contain part of your emal

owercase letter
’ Thank you for registering with Property Pay.

Y

n uppercase letter
A number For your security, please log in to make a payment.

A listed special character: '@ #5 -

Show Password m

Cancel

Q0000000
™

* Indicates required fisld

Property Pay 6 Member @
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Privacy Choices

Select Privacy Choices from the Secure Sign In page to manage your consent Preferences. Users
can define Cookie settings for Performance, Marketing, Strictly Necessary and Functional Cookies.

From the Secure Sign In page:
1. Select Privacy Setting.
2. Review options. Select an action button for Allow All, Reject All or use the toggle switch to
activate or deactivate specific cookies.
3. Select Confirm my Choices.

& FirstCitizensBank X

B& FirstCitizensBank
Your Privacy Choices
When you visit First Citizens Bank websites, we may store or retrieve information
on your browser, mostly in the form of cookies. This information might be about
you, your preferences, or your device and is mostly used to help us manage the

website to serve you best. The information doesn’t usually directly identify you, but

you a more personalized web experience. Because we respect your right
- to privacy, you can choose not to allow some types of cookies. To find out more
S e c u re S I n I n about the different cookie categories and to change the settings, click on the
g headings below. Please be aware that changing the settings may impact your
experience of the site and the services we offer. These opt-outs also work via
USERNAME cookies and are domain specific, so if you delete cookies, navigate to a different
. . i L domain, use a different device, or change web browsers, you will need to opt-out
ver f-' auto populated usermame IS for the again To opt-out of the sharing of your personal information for the purposes of

E—‘.ppl cauon you are attempung o access. serving you our interest-based ads, tum off Marketing Coolies below.

lMcre information

TestUser10@gmail.com

Manage Consent Preferences

Next + Performance Cookies .

+ Marketing Cookies .
Unlock account?
Contact Us +  Strictly Necessary Cookies Always Active
Privacy & Security

+ Functional Cookies .

Profile Manager

Confirm My Choices
Your Privacy Choices B m

pawered iy ONETrUST

Property P 7 meer
roperty Pay EEE@
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Login to Property Pay
To access Property Pay, go to:

e PropertyPay. firstcitizens.com

OR

e FirstCitizens.com. Select Treasury Management Services and then Community
Association Banking. Select Pay HOA Fees from the top menu bar.

Enter your email address and password.

B& FirstCitizensBank E& FirstCitizensBank

&
Property Pay s

ok kK
Secure Sign In

USERNAME Verify with your password

@ TestUser10@gmail.com

. PASSWORD
Moke 0 one-time poyment for
cssessments or omenities, .
TestUser10@gmail.com
Pay Assessments | | Pay Amenities secsssses @
Next
Verify
Unlock account?

ance, plense call us at 864-800-4656 or
Contact Us

email us. Forgot password?
Privacy & Security : i
Please use your email address to login, Additional MFA Information
Profile Manager

Back to sign in

Thank yeu for choosing Property Poy 2023

Your Privacy Choices Your Privacy Choices

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

BZ FirstCitizensBank Pro
1010 W Southern Pacific Way M
cy & Se
Bittercreek HOA ABC illii -
Managed by 146 ABG Monagement Demo Account
Logout h

1010 W Southern Pacific Way

Bittercreek Info listed here will display in Property Pay

Test - This is on extro test

 payment dats
eived after the late payme
We encourage to schedule your payments to receive credit ina
timely manner.

Scheduled Payments

Payment History

Add Property

foreverfirst’

Property Pay 8 Member
FDI 2


https://propertypay.firstcitizens.com/
https://www.firstcitizens.com/
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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

forever first*

O EBic

Property Pay

1012 15th 5t. o

1010 W Southern Pacific Way

Add Property

B FirstCitizensBank Popaciss | Wollet  Conoet
1012 15th St. v
Sandy Beach HOA ABCilli
Managed by |46 ABC Management Demo Account
1012 15th St.
Questions about your aecount? Contact your management company,

Scheduled Payments

ve no scheduled payments

Payment History

Add Property
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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.

2010 Coast Rail Way ~

Bittercreek HOA 1 "
ABCilli

Property Pay Managed by 146 ABC Management Demo Account
2010 Coast Rail Way >

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

Sign Up ] Login

Make o one-time payment for
assessments or amenities. Scheduled Payments Add a Schedule

‘You have no scheduled payments.

Pay Assessments ] [ Pay Amenities

Property Pay 10 Member
FDIC 2
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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 —

Payment for
One Time Payment. e
2. Select a Payment Method from the dropdown
list or click on Add to create a new payment Select the Type of Payment You Want to Make
method. ime Payment [or Switch to Schedule Payments or Switch to Amenity Payment
3. Select a payment date from the calendar. Only
available payment dates are selectable. Enter Payment Information
4. You have the option to enter or adjust the Payment Method hd Payment Date
amount if one is listed. The Administrative Fee is Sarm's Card v 11/06/2024
listed and the Amount to be Paid will oot ot
automatically update. s ——

o

Click on Continue.

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

Enter the Payment Amount
Amount * 100.00
Administrative Fee $2595

Amount to be paid $10295

7. A confirmation screen will appear indicating the m
. . . Cancel
payment has been submitted. A confirmation # * ndicsas reuired i
is provided and an email is sent.
8. Click OK to return to the Properties Page.
Payment Summary Payment Confirmation
ID1D'¢4’S?UIT§rn Thankyuu
Property Address Pacific Way
Phoenix, AZ 85001 Your payment for $102.95 is scheduled to be processed on 11/06/2024.
Payment Method Samis Card (777 ‘You may print this confirmation for your records.
Payment Date 11/06/2024 @
Administrative Fee $2.95
Total Amount $102.95 Confirmation £61689434

agree to pay the total amount induding any fees as shown abave Print n

Back Submit Payment
Psyments ara processed Mondsy through Friday, excluding holidays. Payments

submitted on weekends or holidays may be delayed.

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

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 11 Member
FDIC '@m
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Scheduled Payments

Scheduled Payments are automatically processed based on the frequency and start date selected.

o |f a payment date falls on a non-business day, such as a weekend or a holiday, the
payment will be processed on the prior business day.

e No expiration date is required. Up to 18 future payment dates will list on the payment
schedule.

e 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.
3.
4
5.

6.

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.

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 12 Member
FDIC '@m

Payment for Payment Schedule Summary

1010 W Southern Pacific Way

Eittercreek HOA 1 - ABC Management Demo Account

1010 W Southern
Property Address Pacific Way
Phoenizx, AZ35001

Select the Type of Payment You Want to Make

Schedule Name Test Schedule 1

Switch to One-Time Payment or Schedule Payments or Switch to Amenity Payment Schedule Start Date 11/06/2024

End Date 01/06/2025

Enter Payment Information Frequency Manthty

* Al fields below are required Number of Payments 3

Payment Method Add Schedule Frequency Eirst Citizens Bank &
v Citizens

Payment Method Trust Company

First Citizens Bank & Trust C W Monthly A ¥ I-D%E,J,J‘]

Schedule Payment Amount $ 1 OOOO

ggree to pay the account balance or total amount due including administrative fees.

Schedule Type @ Start Date @
Fixed Amount v 11/06/2024 Back Create Schedule
Schedule Name * () Select End Date Payments 2re processed Mondsy through Fridsy, excluding holidays. Payments submisted on
weekends or holidays may be delayed.
Test Schedule 1 Enter Number of Payments
Number of Payments End Date
3

Enter the Payment Amount
Enter Payment Amaunt * 100
Administrative Fee $0.00

Amount to be paid $1 00.00

* Ingicates required Field Cancel m
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Create an Account Bal

When selecting Account B

[ ]
[ ]
e An email reminder is

on the payment date

ance Payment Schedule

alance as the schedule type:

Start date lists the available payment dates to select from.
The payment amount will be the amount due on the account.

sent 2 days prior to the payment date and a confirmation email is sent

Locate the property and select Make a Payment. Select Schedule Payments and enter payment

information:

Select a Start Date

Click on Continue.

o0k wd -~

on Create Schedu
the Property home

The new schedule is now

Payment for

1010 W Southern Pacific Way

Bittercreek HOA 1 - ABC Management Demo Acco

nt

Select the Type of Paymen

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

Enter Payment Information

* All fields below are

Payment Method Add

First Citizens Bank & Trust € W

Flzaze nore:
through Fir
ACH payment 5y

= making = payment
ns Bank' proprietary
m.

@

Schedule Type

Account Balance

@

Schedule Name

Test Schedule 3

Number of Payments

Select a payment method and a Frequency from the drop-down menu.
Select a Schedule Type of Account Balance and enter a schedule name.

from the drop-down menu.

Select No End Date or enter the number of payments.

A Payment Schedule Summary will display for review; check the Agreement box and click

le to continue. A confirmation window will appear. Select OK to return to
page.
listed under Property Details page.

Payment Schedule Summary

1010 W Southern
Pacific Way
Phoenix, AZ85001

Property Address

t You Want to Make Schedule Name Test Schedule 3

Schedule Start Date 11420,

End Date 011772025
Frequency Manthly
Number of Payments 3

First Citizens Bank &

Schedule Frequency Payment Method Trust Company

(0000)
Monthly ~
Administrative Fee (per transaction) £0.00
Next Ass .
Schedule Payment Amount v= PME,ESHE t
Amount
swrtDate * (D) gree to pay the account balance or totsl amount dus induding sdministrative fees.
11720724 A"
Back Create Schedule
Select End Date
Payments are processed Mandsay through Friday, exduding holidays. Payments submitted on
Erter Number of Payments weekends or holidays may be delayed.

End Date

01/17/2025

Account Balance Notice

duled Payment Amount including any

d that the amaunt
payments. By clicking here, | u
or ather fees if my payment ca

ocesze

* Indicates reguired field

Property Pay

t may not include any outstanding balanc

ry if the assessment amau

hat | sm responsible for sny lste fees, penalties, overdraft
d

I understand that the
ameowner's assodiation.
es for future

zdministrative f

Cancel

13
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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.

2. 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.

3. Shopping cart will update with the list of amenities selected.
a. Use the + and — icons to adjust the number of items to purchase.
b. Click on Delete to remove an item from the shopping cart.
c. Add a note to send with the Payment, if applicable.

4. Once completed, click on Continue.

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 for

1010 W Southern Pacific Way

Birtercreek HOA 1 - ABC Management Demo Account

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
Sam'’s Card (7777) ~
Payments sre proces:
Friday. excluding hol
suby on weake:

Select Amenity

Category
All A
Amenity
v K
Shopping Cart
Pool electronic key access $25.00 ° 1 ° Delete

Pick up key from Josh in the club house after 5 business days.
Add MNote

Order Tota $25.00

Administrative Fee $0.74

Amount to be paid $2574

* Indicates required field

Property Pay 14

Payment Summary

1010 W Southern
Property Address Pacific Way
Phoenix, AZ 35001

Payment Method Sam's Card | }
Payment Date 11/06/2024
ltems

Pool electronic key access $25.00
Administrative Fee $0.74
Total Amount $25.74

ggree to pay the total amount incuding any fees as shown above.

Payments are processed Monday through Friday, exduding holidays.
Payments submitted on w nds or halidays may be delayed.
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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 $25.74 is scheduled to be processed on 11/06/2024.
You may print this confirmation for your records.

9

Confirmation #61689443

o -

Payments are processed Monday through Friday, excluding holidays. Payments

submitied on weekends or holidays may be delayed.
é Cancel Payment

OR

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

1010 W Southern Pacific Way ~

Bittercreek HOA 1 ABC illii

Managed by 146 ABC Management Demo Account

1010 W Southern Pacific Way > Make a Payment

Scheduled Payments Add a Schedule

When creating a scheduled payment, ensure the payment date selected is early enough to
avoid a late fee. Any payments received after the late payment date will be ascecced 5 late
fee.

Click on 5chedule Name link below to edit an existing schedule

Schedule Name Next Payment  Type Amount
Test Schedule 3 11/08/24 Fixed Amount $10295
Payment History View Al
Date Amount Category

11/06/24 $25.74 Amenity Approved Cancel
11/06/24 310295 Assessment Approved Cancel

P rty P 15 mber
roperty Pay EHE@
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2. Click on Yes to Cancel. A confirmation screen will appear, and an email is sent.

Cancel Payment Payment Cancelled

Your payment for $102.95 was successfully cancelled.

Are YOu SUre you want to cancel this payment for A confirmation email has been sent to email address
£102.957 ) sample2101 @gmail.com.
5 8952

Confirmation #51589434

)

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

1010 W Southern Pacific Way ~

Bittercreek HOA 1 ABC il%i

Managed by 146 ABC Management Demo Account

1010 W Southern Pacific Way > Make a Payment

Scheduled Payments Add a Schedule

When creating a scheduled payment, ensure the payment date selected is early enocugh to
avoid a late fee. Any payments received after the late payment date will be assessed a late

fee.

Click on 5chedule Name link below to edit an existing schedule

Schedule Name MNext Payment  Type Amount
Test S5chedule 3 11/06/24 Fixed Amount $102.95
Payment History View Al

Date Amount Category Status
11/06/24 $25.74 Amenity Approved Cancel

11/06/24 £102.95 Assessment # Reversed

Property Pay 16 Meﬁnibé =
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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.

1010 W Southern Pacific Way

Bittercreek HOA 1

Managed by 146 ABC Management Demo Account

1010 W Southern Pacific Way >

Scheduled Payments

ABCillii

Make a Payment

Add a Schedule

When creating a scheduled payment, ensure the payment date selected is early enough to
avoid a late fee. Any payments received after the late payment date will be assessed a late

fee.

Click on Schedule Mame link below to edit an existing schedule

Schedule Name MNext Payment  Type Amount
Test Schedule 3 11/06/24 Fixed Amount $102.95
Payment History View Al

Date Amount Category Status
11/06/24 $25.74 Amenity Approved Cancel
11/06/24 $102.55 Assessment Reversed

Property Pay

Edit Payment Schedule Delete Schedule

17

Schedule Name *

Test Schedule 3

Payment Method *

Sam's Card ( i N

Payment Day of Month 6 Edit

Enter Payment Amount
Amount * 100
[Enter amount to be paid in box)
Administrative Fee 3285
Amount to be paid $1 02.95

agree 1o pay the total amount including any fees as shown above.

¥ Indicstes required fisld

View Schedule Details
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Fixed Payment Schedule — Change Payment Amount or One Payment Date

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. Select a payment date to view details.

Edit Payment Schedule

Delete Schedule

Schedule Name *

Test Schedule 3

Payment Method +

Sam’s Card (! j

4. Adjust the payment Date and/or Amount and completed the check boxes —

* Indicates required field

Payment Day of Month e  Edit
Enter Payment Amount
Amaunt * 100

(Enter smount to be paid in box)

Administrative Fee 5295

$102.95

Amount to be paid

1 agree to pay the total samount including any fees a5 shown above.

View Schedule Details

Test Schedule 3 (monthly)

Back

Scheduled Payments

Payment Date @ Amount
11/06/24 $102.95
12/06/24 $102.95
01/06/25 $102.95

Status

Scheduled Cancel

Scheduled Cancel

Scheduled Cancel

Scheduled payments dated for 3 weekend or holiday will be processed the prior business day.

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

beginning with this payment.

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

above.

5. 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 - 01/06/2025

Property Pay

Payment Method

Enter Payment Amount
Amount * 125
Administrative Fee $3.69
Amount to be paid $128.69

Payment Date

01/06/2025

Payments sre processed Monday
through Fridsy, excluding helidays.
Payments submitted on weekends or
holidays may be delayed.

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

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

“ Ingicates required figld Cancel

18

Test Schedule 3 (monthly) Back
Scheduled Payments
Payment Date (7) Amount Status
11/06/24 $10255 Scheduled Cancel
12/06/24 510255 Scheduled Cancel
[ 01/06/25 $128.65 Scheduled Cancel ]

Stheduled payments dstad for 3 weekend or holiday will be processed the prior business day.

Delete Schedule

Back

Member @
FDIC ==
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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.

Scheduled Payments Add a Schedule Edit Fixed Payment Day Cancel
When creating & scheduled payment, ensure the payment date selected is early enough to
avoid a late fee. Any payments received after the lste payment date will be assessed a late
fee. Test schedule 4 (monthly)
Click on Schedule Name link below to edit an existing schedule [C)a\endar Month Date Amount
i 1 12/06/24 $10295
Schedule Name Mext Payment  Type Amount
6w 2 01/08/25 $102.95
Test schedule 4 h 12/02/24 Fixed Amount £102.95
1 " 3 02/06/25 $102.95
Test Schedule 3 12/06/24 Fixed Amount $102.95 e -
7 4 03/06/25 $102.95
3 5 04/04/25 $102.95
4 05/06/25 $102.95
Edit Payment Schedule Delete Schedule s 7 06/06/25 510295
n B 07/03/25 $10295
Schedule Name * 7 £ 08/06/25 $102.95
Testschedule 4 8 10 09/05/25 £10235
g " 10/06/25 $102.95
Payment Method * it 12 11/06/25 £102.95
Sam's Card (79) v "
Payment Day of Month 2 Edit

Enter Payment Amount

Amount * 100
(Enter smount to be paid in box)

Payments scheduled an weskends or holidsys will process on the prior business day.

Administrative Fee $155
Cancel
Amount to be paid $] 02.95 m

D agree to pay the total amount including any fees &s shown above.

Back

P rty P 19 mber
roperty Pay Eeblbé @
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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.

abrwbd-~

needed.

1010 W Southern Pacific Way

Bittercreek HOA 1 - ABC Management Demo Acoount

Test schedule 4 (monthly)

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

Back

Scheduled Payments

Payment Date (7)

12/02/24
01/02/25
01/31/25
02/28/25
04/02/25
05/02/25
06/02/25
07/02/25

08/01/25

Amount

510295

5102.95

510295

510255

510295

510295

510295

510295

5102.95

Scheduled payments dated for & weekend or holids;

Property Pay

Status

Cancelled By User Restore
Scheduled Cancel
Scheduled Cancel
Scheduled Cancel
Scheduled Cancel
Scheduled Cancel
Scheduled Cancel
Scheduled Cancel

Scheduled Cancel

i will be processed the prior business day.

Back

Delete Schedule
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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

3. Click on View Schedule Details for more information.

Verify this is the correct schedule to delete.

5. Click on Delete Schedule.

»

Notes:
Same day scheduled payments cannot be deleted or restored during the payment processing
window, approximately 12:00 to 2:00 p.m. 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 # Delete Schedule Test Schedule 3 (monthly) Back
Schedule Name * Scheduled Payments
Test Schedule 3 Payment Date (7) Amount Status
Payment Method * 11/06/24 510295 Scheduled Cancel
Sam's Card () ~ 12/06/24 £10295 Scheduled Cancel
N 01/06/25 510295 Scheduled Cancel
Payment Day of Manth e Edit
Enter Payment Amount
Scheduled payments dated for & weekend or holiday will be processed the prior business day.
Amount * 100
Back

(Enter smount to be paid in box)

Administrative Fee 5295

Amount to be paid $102.95 # Delete Schedule

1 agree to pay the total amount including any fees &s shown above.

* Indicates required field Back m
# view Schedule Details

Property P 21 e
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2 FirstCitizensBank

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

o FirstCitizens.com - Select Commercial and then Community Association Banking. Click
on Pay HOA Fees in the top menu bar to access the Property Pay home page.

To make a one-timePayment as guest user:

Review summary page and click on Submit Payment. A payment confirmation will appear.

Payment for

1010 W Southern Pacific Way

Birtercreek HOA 1 - ABC Management Demo Account

Pay by eCheck ABC illii

Bank Account Details

Routing Number @

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

000000000 000000000

Is this a savings account?

No '

Payment Details

Payment Amount Payment Date

100.00

Payment Summary

Payment Amount $100.00
Administrative Fee 52325
Total Amount $10225

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

Fayments are proce: hrough Friday, excluding holidays. Payments submirced on
weekends or holidays may be delayed.

Back “
* Indicates required field

1. Click on Pay Assessments and then click Yes to the Terms and Conditions.
2. Enter Payee information and Property Details.
3. Select Pay by eCheck OR Pay by Card.
4. Complete payment information and click on Next.
5.
Property Pay is now part of First Citizens Bank
Pay Assessments - Confirm Property m
First Name Last Name
Sample Homeowner
Email Address
sample@gmail.com
Phone Number
v | (601) 123-4567
Property Details
Management ID* ()
148
ABC Management Dema Account
Association ID @
123
Bittercreek HOA 1
Property / Account Number @
1010
Address Line 1 Unit #
1010 W Southern Pacific Way {optional)
Address Line 2
(optional)
City State Zip Code
Phoenix AZ W 85001
Cancel
Property Pay 22
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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
a 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.

Property Pay is now part of First Citizens Bank payment for
1010 W Southern Pacific Way
Bittercreek HOA 1 - ABC Management Demo Account
Pay Amenities - Confirm Property m ©
First Name Last Name Pay by eCheck ABC |I|ii
Sample Homeowner

Bank Account Details
Email Address

Routing Number * (7)
sample@gmail.com

Phone Number FIRST CITIZENS BANK & TRUST COMPANY
50 -
W | (602) 1234567 Account Number = (7) Confirm Account Number
000000000 000000000

Property Details

Is this a savings account?

Management ID* (7) r )
No '

145

ABC Management Dema Account
Payment Summary
Association ID @

123 Fob $30.00

Bitercresk HOA 1 rems <3000

Property / Account Number = (7) Administrative Fes 5225
1010 Total Amount $3225

Address Line 1 Unit # | agree to pay the total amount including any fees as shown above.
1010 W Southern Pacific Way {optionzl) Fayments are processed |

through Friday. exduding holidays. Payments submitted an

weekends or holid yed.

Address Line 2
(optionzl) * Indicstes required field

City State Zip Code

Phoenix AZ ~ 85007

Property Pay 23 Member
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% FirstCitizensBank

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.

P FirstCitizensBank

2010 Coast Rail Way
1010 W Southern Pacific Way

1012 15th St.

% Add Property

Add Property
From the Properties home page:

1. Scroll down and click on Add
Property.

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

3. Enter or verify, if prefilled, the property
address.

4. Click on Register Property.

The user is returned to the Properties page
and the new property is now listed.

Property Pay

Properties ‘Wallet Contact More

Add a Property

Enter Property IDs

Management ID ®

144
ABC Management Demo Account
Association ID * @

123
Bittercraek HOA
Property / Account Number *  (7)

2020

Addrass Line 1 Unit #
2020 Coast Rail Way (optional)

Address Line 2
{optional)

City State * Zip Code
Phoenix AZ v 85001

Property Nickname

2020 Coast Rail Way

Cancel Register Property

24 MeﬁbE t@“
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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 b\f 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.
Use 'Add' to add existing registered account(s) to the group.

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

the Properties page.
i Note you will need to set up separate payments for each account from
Group Nickname the Properties page.

8100 E Union Avenue Group Nickname *

Related Accounts 8100 E Union Avenue

Account # Property Nick Name
Association ID Association Name
1238100 8100 E Union Avenue ReIOted Accounts
123 Master Association
Account # Property Nick Name
AVOiIOb‘e 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 - 321 Homeowners Association Remove U4
N Homeowners Association )
* Indicates required field 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. =[]

FirstCitizensBank Poperties | Welet  Contoct  More
1012 15th St. 7
-# (718100 E Union Avenue @
8100 E Union Avenue - Master Association Y
8100 E Union Avenue -HOA N

Add Property

P rty P 25 mber
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To remove a property from a group:

1. Click on the group to access the related C3 8100 E Union Avenue # 1207 -
accounts.

2. Select the property to view Details and click 8100 E Union Avenue # 1207 - MC 2
on the Managed Accounts Group

MASTER ASSOCIATION

hyperlink.

Manoged by 146 ABC Management Demo Account ABC ill“

Related Accounts Group: 8100 E Union Avenue h

8100 E Union Avenue

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

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.

Related Accounts Grou,
P 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. )

Use 'Add’ to add existing registered account(s) to the group. This will remove the currently registered property from the

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

Note you will need to set up separate payments for each account from

the Properties page.
It will not remowve the property ar any of the payment schedules

Group Nickname * @

or payrment history associated with it.
8100 E Union Avenue
If remioving this property lkeaves anly one property in the group,
then the managed accounts group will also be deleted.
Related Accounts

Account # Property Nick Name
Association ID Association Name

1238100 8100 E Union @ Cancel

123 Master Association

3218100 8100 E Union

3 Homeowners Association Remove @

* Indicates required field Close

Property P 26 e
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Edit Property
From the Properties home page:

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

2. Adjust details as needed: Property Nickname, Management ID, HOA ID, Property/Account
Number.

3. Click on Save. Cancel will take you back to the Properties Home Page.

2230 Coast Rail Way & Property Details Have you moved?

Bittercreek HOA ABCillii Property Nickname

Menaged by 146 ABC Management Demo Account
2230 Coast Rail Way

2230 Coast Rail Way > Property Details

Address Line 1 Unit #

(optional)
Questions about your account? Contact your management company.

Address Line 2

(optional)

City * State * Zip Code *

Management 10+ (7)

146

ABC Manogement Demo Account
AssociationID*  (7)

123

Bittercreek HOA

Property / Account Number * (%)

2230

*Indicotes requirad fisld Cancel m
Delete Property

P rty P 27 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?

Delete Property Confirmation

Property Nickname

1012 15th 5t
Property Details Deleting this property will alse remaove any associated
Address Line 1 ¢ ot payment schedules. Please confirm that you would like to

delete this property.
{optional)
Add Li 2 n
Test 2023.4

(aptional)

city State Zip Code

No Yes

Management 1B+ (7)
146
ABC Managsment Deme Account
Association D *  (F)
455
Sandy Beoch HOA
Property / Account Number * (%)

4330

. Cancel
* Indicates required field
Delete Property

P rty P 28 mber
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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 # Have you moved?

Property Nickname

1012 15th 5t.

Property Details
Address Line 1 * Unit #

(optional)

Address Line 2

{optianal)

City State Zip Code

Management ID = (7)
146
ABC Management Demo Account
Association 1D *  (7)
456
Sandy Beach HOA
Property / Account Number *  (7)

4330

Have you moved?

If you have moved, please select Add Property to register

your new praperky.

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

Property” at the bottom of this page at any time.

No | Add Property

- . Cancel
Indicates required field

Delete Property

Property Pay
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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:

4. Click

Routing number

Select as default account (optional)
Account Number

Confirm Account Number

Account Nickname

on Add Checking Account.

My Wallet

Easily and securely make payments by adding cards and

bank accounts to your wallet.

Add Card* Add Bank Account*

*Fees may apply

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

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.

My Account - Add Bank Account

Bank Account Details

Routing Number *  (7)

Make Default

@

FIRST CITIZENS BANK & TRUST COMPANY

Account Number * (7)

Confirm Account Number *

Is this a savings account?

No

Account Nickname *

First Citizens Bank & Trust Company

* Indicates required field

Property Pay

Cancel Add Bank Account

Payment Methods

Make a Payment

30

Cards addcard

Default Cards

Sam's Card

Bank Accounts  add sank Account

Default Account

*

First Citizens Bank & Trust Company

Exp. Date

2/ 2025

Member @
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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.
e Card # and 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.

My Account - Add Card

Card Details

Name os it appears on your card *

Sam Sample

Card Number *

Card Nickname *

Sam's Card

Make Defoult

Expiration Date Security Code * (:'_r"]

02 A4 2027 v

COE—d B!"Iﬂg Address Sameas | 10710 W Southern Pacific Way i

Address Line 1 *

1010 W Southern Pacific Way

Address Line 2
(optianal)
City
Phoenix
Country *

USA - United States

* Indicates required field

Property Pay

Unit #

{optional

State Zip Code

AZ b4 J 85001

Cancel Add Card

. ki &
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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.

' —
Sam'’s Card( ) Delete Payment Method

Card Details  Edit

There are existing payment schedules associated with

Name on Card * Default Payment R K - N
P this card which will be deleted if you proceed. Are you
am’s Lal - B
sure you want to delete this card and all of its
Card Number Expiration Date schedules?
2000( 000X H00K | 2/2025

Account balance
Card Billing Address

1010 W Southern Pacific Way
Phoenix, AZ85001 Test schedule 4

UsA
Test Schedule 3

Scheduled Payments

Click on 5chedule Name link below to edit an existing schedule

Schedule Name Next Payment  Type Amount Yes
Nochcemmen | L mmmm———
Edit Account balance 1172024 Account Balance Arnount
Edit Test schedule 4 1210224 Fixed Amount 510295
Edit Test Schedule 3 12/06/24 Fixed Amount 310295
Back

Delete Payment Method

P rty P 32 mber
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Edit Payment Method Details

1.

2.

3. Click on Edit. Fields available to update include:

e Routing Number.
e Account Nickname.

e Make Default toggle switch.

Click on My Wallet to access the Payment
Methods details page.
Select a payment method to view.

Note: A user is unable to update the payment
method account number or expiration date. If
these changes are necessary, then a new
payment method and payment schedule is
created.

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.

First Citizens Bank & Trust Company

Bank Account Details

Routing Number @

FIRST CITIZENS BANK & TRUST COMPANY

Account Number

Is this a savings occount?

No w

Account Nicknome *

First Citizens Bank & Trust Company

* Indicates required field

Property Pay

Make Default

Ca nce' m

33

Sam's Card(™™™)

Card Details  Edit h

Name on Card * Default Payment
Sam’s Card

Card Number Expiration Date
000K K000 X00K | 2/2025

Card Billing Address

1010W Southern Pacific Way
Phoenix, AZB5001
UsA

Scheduled Payments

Click on Schedule Name link below to edit an existing schedule

Schedule Name Next Payment  Type Amount

Next Assessment

Edit Account balance 11720024 Account Balance Amount

Edit Test schedule 4 12402724 Fixed Amount £10295

Edit Test Schedule 3 1270624 Fixed Amount $102.95
Back

[ Delete Payment Method

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

Card Details

Card Details Clear Card

Mome as it appears on your card Make Default
Sam's Card
Card Number * Expiration Date * Security Code * (7)
H0DNE X000L 3000
02 s v
Card Nickname *
Sam's Card
Card Bill ing Address samea: 1910w souther pacifc Way b
Address Line 1 * Unit #
1010 W Southern Pacific Way (optional)
Address Line 2
(optional)
City * State * Zip Code
Phoenix AZ b 85001
Country *
USA - United States v
Cancel

* Indicates required field

Member @
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‘More’ Drop Down Menu

The More drop-down menu provides access to:
e Update My Account Information
e Terms & Conditions
e Privacy Policy

e FAQs
e About First Citizens Bank
e Logout

My Account

1. Select My Account to update the following:

e First and Last name of account owner.

e Email address.
e Phone number.
e Login ID.
e Password Reset.
2. Click on the Edit link to update.

Edit Profile Name & Email Address

1. From the My Account page, click on Edit to
update the following:
e First and Last Name.
e Phone number.
e Email address.
2. Click on Save. When changing the email

address, a notification message will display.

3. Click OK to change the email address and
then click Save.

Notes:

Properties Wallet Contact More

My Account

Terms and Conditions
Privacy & Security
Frequently Asked Questions

About First Citizens Bank

Logout
My Account
Name: Sam Sample Edit
Email: Sample@gmail.com Edit
Phone Number: (623) Edit

LoginID: (7) Sample@gmail.com

Reset Password

My Account

First Name: Last Name:

Sam Sample

Email: Sample@gmail.com

Phone Number: (623) Edit

LoginID: (7)  Sample@gmail.com

Cunce‘ “

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.

Property Pay
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Reset 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

35

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 @
FDIC ==
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