How to Get Started With
Person-to-Person Payments (P2P)

1. Click Configure This Page to add the sendmoney widget to your MyCitizens Online configuration.
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2. Click the Plus sign next to the sendmoney widget to make it available.
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3. You can change the display order of the widgets by dragging them up or down.
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When finished, click Save to return to the MyCitizens Online page.



4. Click on the sendmoney widget to enroll.

®  Your name and account number information will automatically pre-fill.

e Please provide your e-mail address and confirm it below.

® Choose a Challenge Phrase from the drop-down list. The answer to this phrase will be required to make
any future changes to your information.

e Check the box for ‘l agree to Terms & Conditions’, then click Continue.
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5. Edit your contact information by clicking on My Account. Then click Edit.

You will be asked for your Challenge Phrase answer.
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When creating first-time payees, you will choose one of the above phone numbers, e-mail address or text
message device to receive an authorization code.



6. sendmoney to a new Payee.

e Enter the name, Email address and amount of the payment.
® Choose the Process Date.
e Enter the keyword that you have previously shared with the Payee.
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The keyword is usually communicated verbally with the Payee. It is required in order for the Payee to be
recognized in the payment retrieval process. This process happens one-time. All future payments to the same
Payee bypass this process.



7. Select how you would like to receive the one-time activation code that will be generated to establish this
Payee. Then click ‘Request Code’.
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(1) Select Delivery Method

For security purposes, a simple activation step is required the first time you send
payment to a new payee. You will skip this step for future payments to Scott Beer.

Request your activation code by selecting a delivery method below.
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8. A 4-digit code will be sent using the delivery method you chose in the previous screen.
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9. Review the payment for correctness. You may add a Personal Note of up to 300 characters in the space
provided.

To complete the payment, click Send Money.
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10. What happens next?

P2P Widget
Send Money —
2 searron

»

Your payment is now being processed.

What happens next?

~ will receive an email to inform them of a pending payment from you. The transaction will
complete when the process date is metand ~ submits their deposit account information.
= will need the keyword you created to complete their half of this firsttime payment process. Be sure
to share the keyword in a secure manner.

Once . has completed this action, we will send you a notice and any pending payments will be
free to process.
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All future payments to - will process immediately with no further action required.
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