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Business Bill Pay Overview

Making a payment has never been easier. Business Bill Pay is the online tool you can
use to issue a payment to any person or business with a U.S. mailing address. From
this single resource, you can save payee information for future payments, schedule
recurring payments, easily review transaction information, upload payment information
to various accounting software platforms, and more.

Features include:

Integrated with City National Online

Make payments online to any person or business with a U.S. mailing address
Payments can be scheduled for the current business day or up to 12 months in
advance (payments sent on business days only).

Schedule recurring payments for any amount up to $50,000.00

Issue payments from up to 99 different accounts

View 12 months history for all payments, including those that are approved or
pending approval

See pending transactions and make changes up to the scheduled payment date
Mobile device access can enable payments to payees previously established
through your desktop computer or laptop.

Benefits of Business Bill Pay

Provides a simple, online method for issuing payments

There is no complicated software or hardware installation

You can store frequently used payee information to expedite the process for
subsequent payments

Automates your payment issuing process through scheduled future or recurring
payments

Offers a significant savings on the costs associated with printing and mailing
checks

As described below, you are provided with the information you need to:

create a new payee

create single and multiple payments and approve payments
access reports,

set up alerts

To access the Bill Pay service, select the Payments menu and click Bill Pay
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Learn Business Bill Pay with Video Training
Please refer to the Business Bill Pay Training Video, found here:

https://cnb.wistia.com/medias/hbc31a8pmz

Comparison of Treasury Net/Business Online Bill Pay with Business
Suite/Business Essentials Bill Pay

Users who have used Business Bill Pay with Treasury Net or Business Online will be
pleased with features that are now available through City National Business Suite® or
Business Essentials.
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Business Bill Pay Updated Capabilities

Functionality

Current (accessible through
Treasury Net)

New (accessible through
Business Suite)

User Administration

Separate user setup process

User setup is one streamlined
workflow

User Registration/Activation

Required

Not Required

Payment Views

Multi-pay only

Single or multi-pay options

Funding account selection

Single funding account allowed for
multi-pay submission

Allows varied funding
accounts for multi-pay
submission

Payment dashboard

Separate view for pending activity
vs. payment initiation

Combined view of pending
payments and payment
initiation screen

Payee Search

Must select from payee list

Smart search from payee
entry field

Payee setup options

Must first set up payee before first
payment

Option to create payee with
first payment initiation

Worksheet

Spending Report Not available New graphical spending
report by payment category
Forecast Balance Not available Forecast account balance

with upcoming payment
activity

Alerts Management

All Automated

Manage non-security alerts
per user preference

Alert Recipients

Only provided to Admin

Available for all users

Payee List

Available from Payee Module

Available only from Multi-Pay
Page

November 2020 — Business Bill Pay User Guide




CITY NATIONAL BANK

B AN RBC COMPANY

Accessing Bill Pay

1. To access the Bill Pay service, log in to the Business Online Portal as described

in the General Overview User Guide. Select the Payments menu and click Bill
Pay.

2. The main Bill Pay screen shows your upcoming payments and bill pay activity.

CITY NATIONAL BANK H
1 AN RBC COMPANY

Dashboard Accounts ~ Transfers ~ Payments ~ Fraud Control ~ Admin ~
e

Messages & Approvals

.....

Dashboard

Account Summary

v Deposit Accounts Available

Ledger
238,377,401.92 198,088,810.67

Adding Payees

To add a payee, proceed as follows:

1. Click on the Pay someone new hyperlink

2. Onthe Pay someone new screen that appears, select from a list of commonly
used billers or enter a payee manually. (NOTE: Using commonly used billers,
when available, ensures that the payment will be sent out electronically.)

3. Enter the name for the payee in the field at the right side of the screen, as shown
below. Click Add.
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CITy NATIONAL BANK H

B An RBC COMPANY & My Profile  Signout

Dashboard  Accounts~  Transfers~  Payments~  Fraud Control~  Admin ~

Bill Pay

| Add a Person or Business to Pay x

Add a Popular Biller in Your Area Enter Any Person or Business

1 Express Credit Cargls ATBT . SBC
Bank of America Credit Card3~ ATAT Uverse

Capital One Credit Cards Charter Communications
Chase Credit Card City of Pasadena, CA
Citibank Credit Cards i it

DRSOV ORI CardS Southern California Edison

Sauthern Califoria Gas
Company

Macy’s

Verizon Wireless

State Fam

Wells Fargo He

Close

4. Enter the billing information as shown below. NOTE: It is recommended that you
enter a phone number for the payee in the event that there are any delivery
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guestions. The city and state auto populate when you enter the ZIP code.

CiITy NATIONAL BANK %"
B ax B company & My Pr Signs
Dashboard Accounts ~ Transfers ~ Payments ~ Fraud Control~  Admin ~ e '\.

Bill Pay

| Add a Person or Business to Pay x
Name Joa the Gardener

Nickname Joe the Gardener

Account number. 123456789

Hide acco
Address ling 1 350 So Grand Ave

Address line 2 Attn: Terry

Zip 90071 (i}

City LOS ANGELES

State CcA

Phane 2136739096 |

Category None |[F] -

5. Click the optional Category dropdown arrow and select the category. You can
change the icon for easy identification. Click Confirm when complete.
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CQITY NATIONAL BANK ?’
B AN gBE COMPANY
Dashboard Accounts ~ Trans: 2 Payments ~ Fraud Control ~ Admin ~
Sr5/2018 158:55 AM.
Bill Pay
= R —
. i
Add a Person or Business to Pay x
Name Jos the Gardenar ‘
Nickname Joe the Gardenar I
Account number | 123456789
AddMadify Category
Address line 1
Naone
Address line 2 Auto
Credit Card
Zip
email address
Chty
(EREE
State. Housshold L
Miscellaneous
Phane
Unilities
Catagory None B -
Confirmation: Add a Person or Business to Pay x

You have successfully added Jan the Gardener ... 6879.

You can now make payments to Jan the Gardener . 6879 in the payment area.

Did you know?
We can make it easier to pay Jan the Gardener ... 6879. Just pick the option that suits you best!

G Set up auto-pay @ Add reminder
Send payments automatically based on rules. Remind yourself when a payment is due.
Leam more... Leam more...

Add another biller Pay this biller
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Making a Payment

1. From the Bill Pay menu bar, select the Single Pay option. Your payees will be
displayed across the top of the Bill Pay screen.

2. Select the payee you wish to pay and enter or confirm the payment fields.

CiTy NATIONAL BANK H

B An ruc company

Dashboard  Accounts-  Transfers~  Payments~  Fraud Control~  Admin ~

Bill Pay
© Pay someone new

Treasury Onlin Jesephine the
6789 HOME

m Jot the Garden
6739

Optigns ~
Scheduled: Scheduled:
520.27 on DZR1E 5200.00 o 10118

C Auto-pay 20 days (G Auto-pay: 21 days

Pay to. Joe the Gardener, 6789

Pay from BILL PAY . _ 0775

Category Household v Amount |5
Mamo

[5) Add a note =

Total scheduled:  5228.27

Note: The payment method and delivery date are defined by the payee type. (If a
payee is not in the Bill Pay System's commonly used billers list, payment will
default to payment via check with the 5 business day date.) Payees that receive
50+ payments on a monthly basis (from all payors, not just your business) can be
added to the vendor database maintained by the Business Bill Pay provider to

establish electronic payment option instead of by check. Your payee must
request this on their own behalf.

3. Choose a date to Deliver By. The field is defaulted to the earliest date that this
payment can be made.

Electronic payments are delivered within two business days from the business
day of the request (or from the first business day after a request made on
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weekend or holiday), and check payments are delivered within 5 business days
from the business day of the request.

4. To expedite a check or electronic payment, click the need to pay it faster
hyperlink. (Note: To request expedited payment, you must be entitled by your
Administrator to do so. A convenience fee applies and is displayed on the screen
to assist you.)

If you expedite payment before 1:00 p.m. Pacific Time, an electronic payment can be
made the same day and a check payment can be delivered the next business day by
FedEx.

Multiple Payments Setup

1. To begin, click Multi Pay. Your upcoming bills are displayed. To filter the
payments, click the View dropdown menu in the dark blue bar and select desired
preference. Options are All Payments or view of payments due in 30, 60 or 90
days or you may create a custom view by clicking on Manage Custom Views.
You may also sort by Pay To, Coming Due or Last Scheduled, in ascending or
descending order, by clicking on the column hyperlink.

CITY NATIONAL BANK w

B an wnc company

Bill Pay

© Pay someane new

..........

Total schedubed: 524061

2. Enter an amount and delivery date for each payee.
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Additional tools to help you make payments are:

e Create a custom view of the payment window

e Utilizing the note option to enter information, such as the invoice number or
other notes about the payment
3. When complete, click Confirm All payments.

City NATIONAL BANK ¥’
B An RBEC COMPANY & My Profile  Signout
Dashboard Accounts ~ Transfers = Payments ~ Fraud Control = Admin ~ 9 \. Eln

Last Signed In: 5/5/2018 10:58:55 A.M

Bill Pay
PROVALS SNCLE MuLT
o Pay someone new m | »6= Hh*‘.’y&":‘ |
o —
Pay To Last
Pay From Coming Due 4 $Amount Deliver By
Treasury Online Banking T = T 52827 on 11
S o cays | G 092818 100, 0918 |
on 092518 P
Josephine the Plumber~ E $200.00 on r =2 » 3 =
oseph ays |G $20000 100 osmne | g9 BOt  Josephine the P 200.00
on 0926/18 {Check)
BILL PAY COMMERC, . 0775~ G | s Eav.it faster? 0I5 _'I:!-i?n Online 2827
011 Joe the Gardener 124
Total $1.00 aTse

o)

Total scheduled:  $240.61

4. Review the payments and click Confirm.
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CiTy NATIONAL BANK ”
BB An ehc company

Bill Pay

Pay Ta SAmount  Deliver by Type
Toiaar 100 081118

Pay 2,00 from BILL PAY COMMERCIAL 0775

Note: Additional options are available for your payments. For example, you can add
invoice information, make an extra payment, and more.

Timing of Debits and Payments

Payments are debited from your account on the scheduled delivery date for payments
sent electronically. For payments issued by check, your account will be debited when
the check is presented to City National Bank for payment. Checks are issued and
mailed via USPS for delivery by or before the 5™ business day after you submit the
payment request. Be aware your account may be debited anytime it is presented to City
National Bank for payment, which in some cases may be prior to the 5" business day
after you submit the payment request.

Note: Clicking the Options link in the window showing your vendor/payee allows you to
do the following, as allowed by your permissions in the system.
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Bill Pay

O Povsameons orw

m _l.l_..:rl\.r.....l.- l'"i_-.| ".':.":'1 [T, m 1.;.:‘:.;.4 and Sy

N Fapaboptgad
kB0 B8 o Bk AETH

l[:.-' Sepry LT Al Firy

# Rl PrinT o] [y TREF L

e Add an invoice

o Designate a faster payment option (if available). You must have permissions
established on the system to make this selection.

e Establish an auto pay process for this payee
e Add areminder to alert you before a payment is due for that payee
e View the payment history for this payee

4. When complete, click Make Payment. Click Confirm upon reviewing the Preview
window and click Close on the Confirmation window.

N\ e
Preview: Make Payment * | Confirmation: Make Payment a x
— SN~——
The following Were su fully scheduled You can edit or cancel a payment until the payment
Pay To S Amount Deliver by Type begins to process by going to Scheduled Activity.
Sanford and Son, ...2256 50.00 04119 Check Pay To SAmount Deliverby  Type Confirmation
Sanford and Son, ...2256 50.00 0411119 Check BBKBMZ84
Pay 50.00 from Payables, ...4238 #9003

Pay 50.00 from Payables, 4238
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Auto Pay and Payment Reminders

Auto Pay Setup

Auto Pay sends payments automatically based on the rules you define.

CITY NATIONAL BANK %’

B A% kec comPaNY & My Profile  Signout

Dashboard Accounts ~ Transfers ~ Payments ~ Fraud Control ~ Admin ~ 9 '\. E,u
Last Signed in: 9/5/2018 10:58:55 A.M

Bill Pay

8 o i
= . e .-\
Confirmation: Add a Person or Business to Pay x

You have successfully added Joe the Gardener, .. 5789,
“You can now make payments to Joe the Gardener, 6789 in the payment area,
Did you know?

‘Wa can make it easier for you 1o pay Joa the Gardener, 6789 Jus! pick the option that suits you
best!

C Satup auto-pay (© Add reminder
Send payments automatically based on rules Remind yoursell when a payment is due

Leam more. Leam more

| Add another bitler | [LNTHAET

1. Select the account you will pay from and select Auto-Pay (it is in the drop down
options, not on the default screen).

2. Enter the amount of the payment.

3. Select the frequency of this payment.

4. Specify the date when the first payment will be made and when the payments will
stop.

5. Click Save auto-pay options, as shown in the screen below.
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CiTY NATIONAL BANK H

[ AN REC ComPANY & My Profile  Signout
Dashboard Accounts ™ Transfers = Payments ~ Fraud Control = Admin = 9 ‘b El“
Last Signed in: $/5/2018 10:58:55 AM

Bill Pay

D onm B SEC

C Auto-Pay Options

monthly servicing, ...7678

|E] Set aulo-pay al reqular intervals
— Pay from BILLPAY 0775
|;I Mema:
Amount 5 200
Frequency Monthly
Stant on 092018 | 3 @

C ot i
ontinue PAYMENS & Lntil | modify oegancel
A3

ve| (8

Uil | i

After payments

| Don'tsave auto-pay option | [EEETIEEENPREELE
|

Approving Payments

1. First, click Approvals.

CITy NATIONAL BANK H

B An mnc commany

Dashboard  Accounts ™ Transfers = Payments ~ Fraud Control = Admin = e

Bill Pay

o Pay somsone new

By T P -
Pay From
manthly servic,..7678

monthly servicing «._
7878 L]

Add imvoics 72

Modidy auto-pay

View payment history —

2. All payments that require approval are displayed. Simply mark any of the
payments you wish to approve.
3. When complete, click Submit.
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CITYy NATIONAL BANK H

1B & nse coupany

Fra rol™  Admin =

Dashiboard ACcounts = Transfers = Pay

Last Sgnac in:

Bill Pay

O Povsemeans new

Due on 4 Pay 1o Pay From
i 8 ity Crardening Barvice.  CHEY
- :I':;.I i Clandaning Serics, oo
% o7
CHE
oaTEE The Dance Shadn, MUK
or
L INIDED
& e Josephing Ihe Plamber L 20 00 VEFR
Pt USER
g i T
i Joby ST Gardening Service, J3VIDED
2 e Taat !.\F:.r.- W yeeg

[

4. Review the payments and click Continue.

CiTYy NATIONAL BANK %
B #n wer company & My Profile Sign Dut
Dashboard Accounts = Transfers = Payments = Fraud Contral = Admin = 9 ‘. En

Bill Pay

(4 : | o

o Preview: Approval x §

Floasa rewew your approvals

Pay Ta SAmeumt  DueDate  DejverBy  Type Confirmation

Jdgzeahine me Flumber 2000 0927HE  0IQTAE  Ched d

Jahn Smih Gardening Service 1000 0WITME  DREFTNE  Check 1
reel

30,00 paid from CHE FOR CASH MANAGEMEN

(e (D

Ls

¢ Note: To the right of the Single Pay or Multi-Pay view, included are three tabs
allowing for additional information on your Bill Pay system. These are described
in the Bill Pay Reporting section below.
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0 Recent bill pay activity (See Bill Pay Reporting below)
0 History of payments for this payee
o More
e Clicking the More tab on the side allows the following actions:
0 Reports — To choose from the reports available
o Balance worksheet — Allowing for cash flow forecasting based on
payments scheduled and the deposit account balances
Alert preferences — To change how alerts are presented to you
0 Add/modify categories — Allows you to group your payees and payments
within default categories or create special categories you desire
o0 Funding accounts — To select from funding accounts you have connected
to your Bill Pay service

o

Bill Pay Reporting
1. The Activity tab shows the bill payments you scheduled today. The History tab
shows a full history of all payments.

LITY NATIONAL BANK Er
! AN BEC DOMPE Ry

Dashboard Accounis = Translers = Payments = Fraud Contral = Admin =

Bill Pay
© Pay somoone new ﬁ: i | ﬁ-*é: C: I;':: |
Dum on 4 Py Tn Py From 5 Ami Craated By

DO

Jokn Semith Gander CIWADED
et iy Ll

¥
na2sMe The Oance Studn, 125 00 i

¥

P
i) m Tofal achecuiest: 53000
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CiTy NATIONAL BANK H

B AN RBC COMPANY

Dashboard Accounts ~ Transfers = Payments ~ Fraud Control ~ Admin ~

Bill Pay

ﬁm-m:vu LT mwn r||
Py 5 PR
o Pay_someone new o ol e
View: Duein 30 days - Find & hiller ’_" n

History

More

Activity

Create spending report Print
E;Tm Coming Due + s l!'a—ﬂ“ A $Amount Deliver By e .
View: 30 days~ All accounts ~
Treasury Online Banking T = -‘a- 5 | O 2 scheduled 0S8 | P9
6780 o payments e
an %2518 Delivar RETLLE
Paid Tor
Bt Status
Josephine the Plumber @ o ] G 2.ssheduled 0911118 - e =
days 11/ = 0804 Treasury [hline 300.00
HOME ymanis e
on 0926/18 £ ey b {hj .
BILL PAY COMMERG, | 0775~ o e Eavtlster? U1 Tohesury Cnie aan
0831 David's plumbing 200.00
Total 5000 Ganceled
08731 Josephine the Pi 20000
HOME Paid
| -
Clear | B 0831 Treasury Online 300.00
— #TEe Pan
0831 Junes Dry cleana 200
1885 Pad
0831 Treasury Online 45000
878 Pad

Total paid:  $1,408.27

2. You can view payments that occurred in the last 30 days up to the last 12
months. The More tab provides access to additional Bill Pay reports.
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CiTy NATIONAL BANK H

B An RBC COMPANY

Dashboard Accounts = Transfers = Payments ~ Fraud Control = Admin =

Bill Pay

E.\l\l‘-‘\‘.vl;.\ ST mmu'.
™ s P

o Pay someone new o v -\\\:]" |

View: Duein 30 days - Find & biller P

E;_m ComingDue + Last S Amount Deliver By

History More

Activity

Craate spending repor Print

View: 30 days~ All accounts ~

lif;lss;ry Online Banking T~ days | C par,rr::nlllsr DE118 : 5
on 092518 B Delives 30 days AELLLY
BT Status
Josephine the Plumber - E days I C  ischeduled vEnAE | - 60 days -
HOME Rayments c Past
on 0926018 (Check] 90 days :
BiLL A COMUERE. < 078 o T Bav it fasier? 0837 & months ?.Es’z
= 12 months
0834 '] 200.00
Tatal $0.00 Canceled
08731 Josaphina the Pi 200.00
HOME Paid
el Confirm all payments 0831 Treasuey Oniine 30000
8Tee Pad
08731 Junes Ovy cleans 200
3585 Pa
0831 Treasusy Online 45000
L Faig

Tolal paick:  §1,408.27

Downloading Reports and Information from Bill Pay

The following procedures allow you to download reporting from Business Bill Pay for
your archive or reference purposes.

1. Click the Reports drop down on your Bill Pay screen, as shown below. The Reports
popup screen will appear as shown below.
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i apps B Suggested Sites [l cnouatcnbcom @ Digital Banking = P.. | City National Onlin, € Digital Banking @ City National Bank

Last signed in: August 31, 2020 12:36 PM.

Bill Pay

SR o
© Pay someone new mm‘ | L o ‘

Organize by: Due i ind a biller 3
2. American Expre . [4 . CNO Bill Pay T J : ac
(=M ] El 6789 = = e Rspon%
-
Last paid: Last paid i=  Balance Workshest
$1.200000n 071320 | $120.00 on 071520

A Aert Preterences

4 1] [ =} s
=17 Ada/Madify Categories
Pay to American Express Credit Cards, . 6789 Deliverby. 0810420 | £ @ a Funding Accounts
(Check)
Payfrom | T Stagin, 0763 v Customer Support
L Need o pay.it faster? O "

Calegory. | Credit Card ~ Amoun : O Help

Memo:
(3 addancie

Add an invoica

javascript:void(0); Cancel

2. Choose your preferred download option from the Download dropdown menu, as
shown below.

Last signed in: August 31, 2020 12:36 1

Bill Pay

Gl View Luceniblonih~ | Modify QR#‘-_"_QE‘J'I Croate now iepor | Hide Char
L

Al transactions. csv
Current Month
From 0901720 10 0930,  New transactions: csv

Al transactions. if (QuickBooks)

New transactions. if (QuickBooks)
W Miscefansous L

Paid To $Amount Deliver By T Status Pay From Check Confirmation
5 300.00 0918720 Schodused T™ Staging Test 201 1BMBLEZXS
(i7:x]
5 300,00 000420 Scheduled TM Staging Test 9008 IBRESIXA
o7E3

Subtotal: SEP $600.00

Payment Method Verification (Check vs. Electronic)

Bill Pay payments are generally transmitted to recipients by ACH, unless the payee
does not have account information in the system, in which case, a check will be issued
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by the offsite check payment service. Whether a payment can be stopped or cancelled
is determined by whether the payment is sent via ACH or check. To determine how a
payment was processed, proceed as follows:

1. Click on the Activity tab to the right of the Business Bill Pay screen.

2. Click the appropriate payment from the list of pending payments to display
payment details.

3. Delivery Type will show as Check or Electronic.

CiTty NATIONAL BANK H My Profile
B AN REC COMPANY

Dashboard l Accounts - | Payments - Admin ~ 9

Last signed in: August 19,

Bill Pay

o Pay someone new

Organize by: Dugin -~ View: All - S IERTiEs Activity

—
TEAZALEA Test =:| Pie Ci I_i BBP Testing AZ =1| Cake Cil T i ™
o aozo — i — 2020 i< — a — .4

History Maore

Forecast your balanco

All accounts=

ast paid: Schedul
6 pay 2 pay 3 pay $0.02 on 0D/DGIZ0 $0.09 or
A Pald To s Amount
C Auto-pay: 6 days C Auto-pay: 16 days C Auto-pay: 27 days C Auto-pay: 36 days :
+ 0825  BEP Tesling AZAL 018 -
2020
Pay tor |Enter a persen or business to pay... Deliver by: | MMDONYY [i] 0928 TEQ%’QLEA TestPa paicad
Payment Details s X
BBF ...2020 @
Amount: $0.18 il
Paid from TMTest Ac
Category: None
Deliver by: 09/25/20
Status: Scheduled €
Confirmation number: ~ 6BUCCBV3
Delivery type: Check
Check number: 8824
Address:
Auto-pay: Yes

Cancel payment ] [ Modify payment } [ Close J
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Cancel Single/Recurring (automatic payments)

1. From the Activity tab, click on the appropriate payment to display the payment
details.
2. For Single Payments click Cancel payment and confirm
3. For Recurring Payments click Cancel payment
a. Select Cancel just this payment to cancel one payment
b. Select Cancel automatic rule to cancel all recurring payments

Note: If a payment is sent electronically (via ACH), it cannot be stopped once
processed.

CITY NATIONAL BANK H il

8 An ReC comPany

Dashboard | Accounts~ | Payments~ | Admin ~ (2]
Last signed in: August 19,

Bill Pay

PPROVALS SNCLE MUY
PhY E 4
o Pay someone new E‘o | .C Ah |

Organize by: Duein. View: All . [SERENCIEE L History More

Eorecast your balance

4
-
- . Test Pie City - Cake City 11:

Al accounts=

& 2 3 Last paid: Schedul

pay pay $0.02 on 0B/G6/20 $0.08 on

gy AR

O Auto-pay: 6 days C Auto-pay: 15 days G Aufo-pay: 27 days C Auto-pay: 36 days

N 08125 018

2020

o 1Pa o

Pay fo: Enter a person or business to pay Deliver by: | MMDDYY| €9
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Business Bill Pay Stop Payment Requests (Checks Only)

Clients who are enrolled in Business Bill may place stop payments online, using
Business Suite or Business Essentials. Clients may request six (6)-months, two (2)
years or a permanent stop payment, per single item or arange of up to 10 checks. Fees
vary according to duration. To request a stop payment for a range larger than 10
checks, clients must contact the Client Contact Center or visit a Branch.

Note: THE BANK DOES NOT ACCEPT STOP PAYMENT REQUESTS FOR

ELECTRONIC PAYMENTS (ACH).

Business Suite Stop Payments

To place a stop payment for a check(s) online using Business Suite the client must:

1. Sign onto Business Suite and click Accounts from the top navigation menu.

S

Click Stop Pay Requests.
Click Add Stop Payment Request.

Select the appropriate account and complete the appropriate fields.

Click Save.

Confirmation message will display when completed successfully. (Request may

require an approval if the client company is setup with Single Approval not

Allowed.)
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Business Essentials Stop Payments

To place a stop payment for a check(s) online using Business Essentials the client

must:
1.

oD

5.

Sign onto Business Essentials and click Stop Pay Requests from the Account
Services menu.

Click Add Stop Payment Request.

Select the appropriate account and complete the appropriate fields.

Click Save.

Confirmation message will display when completed successfully.

Standard stop payment charge(s) will be assessed according to the Business Suite or
Business Essentials applicable Fee Schedule. Clients can view active stop payments
from the Stop Payment Request list view or by clicking Checks and Stops Inquiry from
the Accounts menu to search for a specific stop payment or range.
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