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1. How do I activate my card?

To activate your card, call 1 (855) 256-9153 from your primary phone number and follow
the prompits:

e Enter the last 4 digits ofthe cardholder’s SSN.

¢ If the cardholder is not calling from the business phone number the automated
system will ask for the zip code. Enter the zip code of the business.

2. What kind of information is provided in the MB&T Credit Card Portal?
The Card Portal provides the following information to the Administrator and Authorized

Users /Cardholders
View real-time Control Account balance View real-time Card Account balance,
and summary information. summary and transaction information.
View real-time Card Account balance View/download Card Account statement
and summary information. and enroll in eStatements

View/download the Control Account

3 File a transaction dispute
statement and enroll in eStatements P

Set up automatic, recurring, or one-time

. , " o
electronic payment. Submit and track support inquiries

Request a credit line increase

Adjust individual Card Account limits

Request additional Card Accounts

File a transaction dispute

Submit and track support inquiries

3. What differentiates the Control Account and the Card Accounts?

The Control Account is a roll-up account of all the company Card Accounts. The limit
approved for the company is applied to the Control Account, giving the designated
company Administrator the authority to assign/adjust individual Card Account limits as
appropriate. MB&T bills on the Control Account level in order to provide an easy roll-up
statement that only requires a single payment monthly. Automatic payments can be
established using the Card Portal.

4. What authority does the Administrator have vs an Authorized User (Cardholder)?
A company may only designate one Administrator for the Control Account. The Admin is
the only person authorized to obtain Control Account information, and has the ability to

make payments, view all card accounts, adjust card limits, and request additional cards
using the Card Portal.
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Authorized Users/Cardholders may access statements and real-time card summary and
transaction information on their card only. They cannot make payments, adjust card limits,
or request additional cards through the Portal.

5. How are payments to the Control Account applied to the individual Card Account
balances?

When the statement cycles monthly, all card balances are rolled up to the Control Account
and the available limits on the cards are reset. Payments to the Control Account are
applied as soon as they are received and the Control Account balance is adjusted
accordingly. Card limits are reset when the statement cycles regardless of when the
Control Account payment is made. For cards approaching their limit prior to the statement
cycle reset, the company card administrator can either increase the card'’s limit or make a
payment directly to the card in the Card Portal to decrease the individual card balance.

6. What are my payment options?

Payments can be made through the Card Portal by the company card administrator or
through MB&T’s Business Online Banking Bill Pay.

Payments made through the Card Portal: Administrators can make payments to either the
Control Account (recommended) and/or to individual card accounts through the Card
Portal. Payments are made electronically and can be set up to occur automatically or on
demand.

Click here to view instructions for setting up payments in the Credit Card Portal.

Payments through MB&T Online Banking Bill Pay: Business account signers with access
to bill pay though business online banking can make payments to the Control Account
and/or individual Card Accounts. Payments of a fixed amount can be set up as recurring or
one-time payments. Payments up to $2,500 made through Online Banking Bill Pay will be
paid electronically. Payments over $2,500 will be sent by draft and may take longer to
process.

Setting up payments in Business Online Banking Bill Pay

Step 1: In Business Online Banking, select the Payments tab, then click Add a
Company or Person in Bill Pay. Search for Montecito Bank & Trust and select
Montecito Bank & Trust Card from the results.
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Step 2: Enter the Control Account number to make a payment to the Control Account
(recommended) or enter the Card Account number (the card number from the face of
the card) to make a payment to an individual card account. You may also set up
separate payees for the Control Account and/or Card Accounts and establish
nicknames to help you distinguish between the accounts if desired.

Montecho Bank & Trunt Card Account Number

Conttiem Account Nomber

Nchname oo

—_—

Step 3: Once you've added a payment method you will be returned to the Payment
Center. To initiate a payment, enter the amount of the payment and the date that the
payment should be applied, and click Make Payments at the bottom of the screen.

e ce] Add a Bill | Bill History | Manage My Bills

Welcome Brooks Test
Wednesday, January 12, 2022
Payment Center
Pay Bills

Pay From |Test Check. .. ~

Preferred Account *ou can set up reminders to help you track when
Available Balance 5564 your bills are due. We alert you of any electronic
versions of your bills you've set up too.

Bill Reminders HE@

Add/Manage Groups

[-] Unassigned Billers

Set Up Reminders
Features | Biller Name
Montecito Bank & Trust Card
BusinessCard Account

Pending | Unapproved E=a)

Montecito Bank & Trust Card
Caontrol Account

You have no unapproved payments for the last 45
days at this time.

To view unapproved payments that are older than
this, click the View All Unapproved Payments link

View All Unapproved Payments

Ho®

7. What is the best practice for allocating limits to Card Accounts?

Spending limits should be allocated to card accounts based on the needs of the business
and its cardholders. The Company Card Administrator can make adjustments to the limit of
an individual card at any time through the Card Portal. It is important to note that the total
balance on all cards cannot exceed the company credit limit. Once the company limit is
reached, no further card transactions will be approved until a payment is received.

A best practice is to allocate 50% of the company credit limit across all cards, though it is
possible to allocate a higher percentage. When the statement cycles, the balance for each
card account rolls up to the Control Account, resetting the available balance. If the
cardholders reach their spending limit during the first cycle, their available balance will
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reset for the next cycle even if the outstanding relationship balance has not yet been paid.
If only 50% of the credit commitment was allocated as spending limits, the cardholders will
still have access to the other half of the credit commitment until the Control Account
balance is paid.

8. What do I do if I suspect fraud?

Admins can submit transaction disputes via the Card Portal. See Portal Guide.
9. What do I do if a card is lost or stolen?

Report the loss and request a new card by calling 1 (855) 256-9153.
10. How do I make a balance transfer?

Admins can submit a balance transfer request via the Card Portal or by calling 1 (855) 256-
9153. See Portal Guide.

11. Where can I find more information about VISAs standard card benefits?
Please visit VISA Card Benefits Support to learn more about VISA provided benefits.
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Appendix A: Account Administrator Card Portal Guide
Enrolling in the Card Portal
Step 1: To access the Credit Card Portal, please visit https://montecito.bank/, select

Credit Card at the top of the screen, and click Proceed to My Online Account.
Step 2: Click Enroll.

Montecito

Ban k &Trust' Montecito Bank & Trust makes it easier and more
convenient than ever to manage your account:

Enjoy the convenience of 24 hour access

: » Manage your account online
Usemame: [ ] § DA Yy gecot

Pay your bill online
Privacy Policy | Help

Montecito Bank & Trust Customers, Enroll Now
for Online Access

If you already have a Montecito Bank & Trust account,
you can click here to register for online services.

Step 3: As the Company Card Administrator, you will be assigned a specific Control
Account Number to be used during enrollment. It will be sent to the Administrator via
email. Use this Account Number to complete the Account Authorization. If you have not

received this Account Number, please contact us toll free at 1 (800) 348-0146 or locally 1
(805) 963-7511.

Step 1: Account Authorization
[ Register for Online Account Services J] Step 2: Security Informstion

Step 3: Username and Password

Step 4: Success

= uthori z Need assistance?
Step 1: Account A rization Call 855-256-8153 or 301-287-
Online access to your account is the essy way te check out cumrent account information, schedule payments, or contact us - on your = 8910 outside the US
time, at your convenience. Need to make a payment? Use our bill payment feature. It couldn't be easier.
Type your sccount number in the box provided and click Submit
Account Information
Account Number: (16 digits)
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Step 4: Fill out the Security Information. For the Social Security, Zip Code and Work

Phone Number fields, please match the information provided on your Business Credit
Card application.

Your Enroliment Status

74 Step 1: Account Authorization
[ Register for Online Account Services D Step 2: Security Information
Step 3: Username and Password

Step 4: Success
. P - Need assistance?
S‘Ep 2: Secunty Inf ation Call 855-256-9153 or 301-287-
Please complete all required fields. All information must accurately reflect that of the primary* cardholder on the account. 9910 outside the US.
If you have, and would like to register, more than one Montecito Bank & Trust card for this service, you must complete enroliment

separately for each primary or secondary card. If you have already enrolled for this service, you may not re-enroll with the same
card number.

Your Montecito Bank & Trust Information

Social Security Number:
Mother's Maiden Name:

Date of Birth: (mm/ddAyyy)

Zip Code:

‘Work Phone Number: (in this format 3069908000 with no spaces, brackets or

dashes) L 1

Email Address: l J

[] 1 have read and agree with the Terms & Conditions.

Note: Account Administrators must enter the Business TIN in the Social Security
E%-—l Number field.

Additional notes regarding security information responses:

- Social Security Number — Must be the TIN of the business or SSN if your business
is a Sole Proprietorship

- Mother's Maiden Name - Letters are not case sensitive
- Zip Code -Enter the business’ zip code
- Work Phone Number -Enter the business’ work number
- Email Address — Must be all lower case
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Step 5: Fill out your Username and Password information paying close attention to the
password requirements. All three Authentication Questions must be answered.

Your Enroliment Status

Step 1: Account Authorization
[ Register for Online Account Services J] Step 2: Security Information

Step 3: Username and Password
Step 4: Success

Step 3: Username and Password
Fill in the information below and click Submit to continue. ':

Meed assisiance?
Gall 855-256-3153 or 301-287-
= 9910 cutside the US.

* ‘Your Username must be between eight (8) and twelve (12) characters long.

* Your Username must contain at least one (1) letter and one (1) number. Note: Your Usemame can not contain more
than & continuous numbers.

+ Password must be between ten (10) and sixteen (16) characters long and must contain at least one letter and one
number.

Click here for a list special characters that are allowed.

Username and Password Information

Desired Username: |

Password:

Confirm Password:

For additional security, please enter and confirm each answer io the following guestions:
Authentication Quesfions

Challenge Question: ~

Challenge Question Answer:

Answer Confirmation:

Authentication Quesfions

Challenge Question: ~

Challenge Question Answer:

Answer Confirmation:

Authentication Quesfions

Challenge Question: “

Challenge Question Answer:

Answer Confirmation:

Step 6: Select an image for Security Authentication.

[ ]
Security Authentication

For additional security, please select (click on) an image from the assortment below. Each time you log in going forward, you will see this image on the page where you enter your
password.

Please select a personal image.

Images for selection:
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Step 7: After you've successfully enrolled, you can sign up for eStatements and Email
Alerts. To do so, hover over Services in the top menu bar.

1. Select Email Alerts to enroll in alerts that are specific to your account.

2. Select on Statement Delivery to enroll in eStatements.

—

Account Information
Account Overview

Account Level Detail

Corporate Summany
Statement

Terms & Conditions
@ Go Paperless
Fastar, Simplar. Graenar.

@ Montecito
Bank & Trust’

Credt Line Increase | Replace Card | Emsil Alerts | Alert History | Statement Delivery: | Change Contact Info | Change Passwrord

1 2

LOG OFF

Account Overview

Hello: MBAT Test

Relationship Aceount: XXXXXXXXX XXX
Last Login: 01072022 219 P CST
Allinformation Current s of. 1225 P CET

Corporate Summary

Make & Corporate Payimert

Total Credit Limit: $1,000.00
Total Current Balance: 003
Available Credit: §999.97
Cotpotate Summary Statemernt
Statement Date: 12731721
Statement Balance: 003
Current Payment Due: $0.03
Total Past Due: Fo0.00
Total Payment Due: $0.03
Payment Due Date: 01/25/2022
Account Summany Add Hew Accounts
Accourt Lewvel Detail
Total Humber of Authorized User Accounts: 2
Total Humber of Diversion Accounts: a
Heme © Contactls O Erivacy Paoli a Terms & Conditions O gite Map O @ 2017 Montecite Bank & Trust

Portal Navigation

Navigating through the Portal is easy using the top and left side menus, as well as links

within each page.

Account Information
Account Overview
Account Level Detail

Corporate Summary
Statement

Terms & Conditions

Montecito
Bank & Trust”

(6

Account Overview

Hello: MBAT Test

Relationship Account: XXXXXXXXKNNXKXIBES
Last Login: 120212021 11:03 &M CST
AllInfarmation Current as of. 12:28 PM CST

Portal Navigation

# Field

Description

1 Account

Information

View the Corporate Account Summary, account level details,
and request to add a new account.

Bill Payment

Set up a payment account, make a one-time payment, or
schedule automatic payments.

Services

Request a credit line increase for your Relationship
Account, request replacement cards, manage email alerts,
review your alert history, enroll in eStatements, update

Montecito Bank & Trust
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Portal Navigation

# Field Description

contact information, and change your account password.

4 Service Accounts  Review service requests, manage spending limits.

5 Help Center Review and send messages, dispute transactions, report
lost or stolen cards, and submit inquiries.

6 Tools Search for individual transactions and pull reports based on
delinquencies by account and spend by merchant category
code.

Account Overview

The Account Overview page gives you a clear snapshot of your account details, and allows
you easy access to important actions. Below are useful features of the Account Overview

page.

@ Montecito

Bank & Trust’

Account Information

Account Overview

Account Level Detail Account Dverview
Hello: MBET Test

Relationship Account: XXXXXXXXXXEXKAAIBEI
Last Login: 12/21/2021 11:03 AM CST

Corporate Surnmarny
Statement

Terms & Conditions

Al Information Current as of. 12:28 PM CST
Corporate Summary 1
@ Go Paperless

Fasber. Simplar. Sronss. Make & Corporats Paymert

CEITD o corrent v e Vet
Available Credit; $855.08
Corporate Summary Stalemert
Statement Date: R clulel]
Statement Balance: $28.91
Current Payment Due: $214
Total Past Due: §2777
Total Payment Due: $2091
Payment Due Date: 3 1212512021
Account Summary Add Hew Accounts
Accourt Level Detall o
Total Humber of Authorized User Accounts: 2
Total Humber of Diversion Accounts: a
Account Overview
Field Description
1 Make a Corporate  Clicking here will allow you to make a corporate payment to
Payment the account.
2 Corporate The Corporate Summary Statement provides you with a
Summary general overview of all the cards associated with your
Statement account.

3 Add New Accounts Clicking Add a New Account allows you to easily add
additional users to your account.
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#

Field Description
4  Account Level The Account Level Detail page allows you to view the
Detail activity of each card on your account.

5 Account Overview Quickly navigate to the Account Overview and Account
and Account Level Level Detail pages from the left side menu.
Detail

Account Level Details

The Account Level Details page provides a detailed drilldown of each card associated
with your account.

@ Montecito
Bank & Trust”

Account Information

Account Querview

T Account Level Details

The details of all subordinate accounts are listed belowe. Click onthe ¥ (yes) link to see Current or Pending Activity, To make a payment, please click
on the Bill Paymert menu and select Make a Corporate Paymert

Corporate Summany
Statermnent

Relati hip A it XXEXXX RN LNAXANIB5T

Terms & Conditions ERLOIE Bt

Statement
Account Amount Ending Current Current Pending

Details Humber Type Due Balance Balance Activity Activity Bill Level

HE-1672

HH-4071
*H-6069

Showving 1 to 3 of 3 entries

Home © Contagtls ©  Privacy Poli o Terms & Conditions o Site Map o @ 2017 Montecito Bank & Trust

Account Level Details

# Field Description

1 Type Column The type column shows the type of account that is
referenced on the Account Level Details page. Accounts
labeled "C" are the Control Account (aka Control Account).
Accounts labeled “U” are User accounts.

2 Account Number Click the Account Number to view the individual account
profile.

3 Details Click on the Details icon to get additional information on
an account, including the account name, spend limit, and
available spend.

Making a Payment
Payments made through the Card Portal are paid electronically, regardless of the amount,
and can be scheduled to be paid automatically. To begin, you must enroll a payment
account. This is the deposit account from which the payment will be debited.
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Step 1: Log on to online MB&T Credit Card Portal and navigate to the Bill Payment tab in
the main menu and click the Enroll Accounts link.

@ Montecito
Bank & Trust’

Account Information Envoll Accounts | Make & Corporate Payment

LOG OFF

Account Overview

Account Level Detail Account Overview

Corporate Summary. Hello: MBAT Test

Statement Relationship Account: XXKXXKEXXKXXXXNIB53

[ —— Last Login: 01/06/2022 6:25 PM CST
Allinformation Current &= of. 11:03 &AM CET

Step 2: Type the routing and transit (R&T) number and the account number of the
payment account and click Submit.

@ Montecito
Bank & Trust”

Enroll Accounts
Add an Account

oamaerte accoumt [T 2¥ment Account Enrollment

The accounts listed belowy have been set up for Bill Payment of XO00CG0CTBT 2, You can remove an account by clicking the Delete link
“ou can change the account by clicking the Account Name link. Modification or Deletion of an accourt is allowed only if there are no pending or
monthly paymerts set up for the account.

Add an Account

Toadd & bank account for electronic payment of youwr bill, enter the routing number and click Submit belovw. We may have automatically enralled
your existing monthly payment account for you

Add an Account

Routing/Transit Humber:

o

13220008 (1234567890

Routing Number Account Numbor  Chock Number
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Step 3: On the Add/Edit Account page verify or enter information in the fields and click
Submit.

@ Montecito
Bank & Trust’

Enroll Accounts

Add an Account

Add/Edit an Account

To add & bank accourt for electronic payment of your bill, enter the reguested information snd click Submit belovw.

ModifyDelete Account

Payment Account Information

Account Hame: ’SamplT‘

Routing/Transit Humber: }XXX¥1279 Fl Hame:
Aceount Humber: [1234567590 |

Account Type: (O Checking () Savings

1= 2A000LA T (123L5E7B500
Routing Number Account Number Check Number

By clicking Submit, you authorize to pay your bill using the accourt listed above. Further, you acknowledge that the origination of the electronic
payment must comply with the provisions of LS. law. This suthorization will persist unless you notify us of its withdravval and we have reasonshle
oppartunity to act on it

Pleasze print a copy of this form for your records

Step 4: Do one of the following:

- Click Continue. The Make a Payment page appears to facilitate payment scheduling.

- Click Enroll Another Account. The Payment Account Enrollment page appears and
enables you to enter a new R&T number for validation.

This completes the process for enrolling a bill payment account. Once enrolled, you can
make a:

- Corporate payment for balances owed on the Control Account OR
- Card level payment to free up spend availability on an individual card

[:%l Note: Card level payments can be made more than once during a cycle. Card
level payments cannot exceed the current balance on the card.

For Corporate Payments: Make payments to the control account to pay the ending
balance or minimum payment due from your last statement.

Step 1: Log on to online MB&T Credit Card Portal and navigate to the Bill Payment tab
in the main menu and click the Make a Corporate Payment link.

@ Montecito
Bank & Trust

Entoll Accounts | tlake a Carporate Payment
Account Overview h
Account | evel Detail Account Dverview
Hello: MBAT Test
Relationship Account: XXEXXXXRXERRXEXIET

Terms & Conditions Last Login: 01/08/2022 6:25 PM CET
Al Information Currert 5 of: 11:03 &M CST

LOG OFF

Corporate Summany
Statement
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Step 2: Enter the payment information:
- Pay From: Select the account to charge
- Frequency: Select desired frequency

Note: You can make a One Time or Monthly payment. If you choose to
make a recurring Monthly payment, the recurring payment process will

[:%_—l begin when your next payment is due. Use the One Time payment option
to pay your current balance.

- How much do you want to pay: Select payment option
- Click Continue

@ Montecito
Bank & Trust”

B—

ill Payment

Make a Corporate

Payment Make a Payment

ModifyDelete To pary your hill onling, select the bank account you want the payment to come from. We may have automaticalty enrolled your existing morthly
_Payment payment accourt for you, Select the Payment Freguency and Amount and click the Continue button
Payment History Important Hote: Only one recurting monthly payment may be scheduled. Inaddtion, you can schedule & One Time payment for the current date or
a future date. Payments received hefore 000772022 10:00 PM. Certral Time will be credied to your account on the date they're received. One time
payments received atter 01072022 10:00 PM. Certral Time ot on the weekend may be credited to your accourt on the next processing day. You
can see your electronic payments within two (2) processing days.
The Pay From account will be debied within thres (3) business days.

S | Edit | Delele Payment Account

Verify your bank account information

Pay to: PO R
Py trom:
Statement Date:
Payment Due Date: 0172502022
‘When would you like to make your payment 2
Frequency: Select One v
How much do you want to pay?

ini Due: () $0.03
Statement Balances: [@Fli]
Current Balance: () $0.03
Other Amount: (@] $‘

Step 3: Review the terms and conditions and select the Yes check box to confirm
agreement.

For Card Level Payments: Card level payments can be made to pay down a card
balance prior to the statement cycle reset.

Step 1: From the overview screen select Account Level Details.
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Step 2: Select the Account Number (same as the card number) to which you wish to

apply a payment.

Montecito
Bank & Trust’

A—

ceount Information

Account Overview

Account Level Details

The details of all subordinste accourts are listed below. Click onthe ¥ (ves) link to see Current or Pending Activity. To mske a payment, please click
on the Bill Payment menu and select Make & Corporate Paymert

Account Level Detail

Corporate Summany
Statement

Terms & Conditions Relationship Account: XXEXKEXRXXERAXE3853

Statement
Account Ending Current Current Pending
Details Humber Balance Balance Activity Activity Bill Level
+
L=l KE-1872 C 0.03 003 003
Eﬂ KH-4071 u o.oo 0.00 o.oo ©
*
=l HH-EO9ED u 0.00 0.00 0.00 C
Showing 1to 3of 3 emm
Heme ©O  Contactls ©O Frivacy Poli a Terms & Conditions o ZSite Map O ®2017 Montecito Bank & Trust

Step 3: Select Make a Payment from the left navigation tree.

Montecito
Bank & Trust’

Maintain Accounts

Add Account

T s Make a Payment

Limits To pay your bil online, select the bank account you veant the payment to come from. Erter the payment date and amount and click the Submit

button
HEPEREHESEANEE Important Hote: One Time payments recelved after 10:00 PM Central Time or on the weskend may be creditsd to your account on the nsxt
Diversion Accounts processing day. Vou can see your electronic payments within two (2) processing days.
The Pay From account wil bs debited within three (3) business days
MCC Codes
Acdd | £t | Delete Payment Account
Profile " g =
'Verify your bank account information
Make a Payment Pay to: MO NHNHEI69
Update Company Pay from:
Statemnent Date: 12/3172021
Payment Due Date: /2502022

When would you like to make your payment?

Frequency: One Time: | 010772022
How much do you want to pay?

Minimum Due: 50,00
Statement Balance: 50,00
Current Balance: 30,00
Other Amount: OF|

Step 4: Fill out the required information and Submit.

View/Change Account Limits for Individual Card Accounts
Step 1: Select on the Service Accounts Tab in the MB&T Online Portal.

Montecito
Bank & Trust’

LOG OFF

Maintain Accounts

Add Account
Update Company

‘You can re-allocate your Credit and Spend limit within the Company Credit Limit. You can update, remove or add reporting groups by clicking the
icon next to the reporting group you wish to modify or by entering a new report group number and description. Once you've made your changes,
click Submit. If you leave this page without clicking submit, your changes will be lost. You cannot remove a reporting group if it is currently
assigned to an account. Click Cancel to return to the Maintain Accounts page.

Update Account
Update Company
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Step 2: Select the Maintain Accounts page and select on the Account Number link next
to the account you wish to update.

@ Montecito
Bank & Trust”

LOG OFF

Help Center Service Requests | Maintain Accounts

Step 3: Review the information and edit the following fields as needed: Credit
Limit/Spend Limit, Temporary Credit Limit Expiration Date.

@ Montecito
Bank & Trust’

LOG OFF

M—

aintain Accounts

Add Account
Update Account Update Limit

The Current information for the selected account is presented belowy. Information presented is based onthe Current Biling Level. If there is a
Pending change to the Biling Level, limit changes will be restricted until after the account cycles and the Biling Level becomes permanent. The
current permanent or temporary limits are displayed and can be wpdated* based on the Biling Level. Once youwe made your changes, click
Submit. Click Cancel to return to the Mairtain Accourts page

Limits

Reporting Groups

MCC Codes
Profile Company Hame: MBAT Test Diversion Allowed: Mo
Company Credit Limit: 1000 Allocation to Exceed Company Limit: Mo
Make a Payment
Update Company Consolidated Billed Spending Limit: 1000 Individually Billed Credit Limit: 1]
< i Billed i a0 Unallocated Individually Billed Credit Limit: a
Limit:
Current Information Hew Information
Account Humber: PR IR A0
Commercial Account Type: Authorized Accourt
Hame: Taylor Cortact Customer Service
Billing Level: Consolicated Consoliciatecd
*If & tempoarary limit is currertly in effect, you will need to use the Maintain Accounts page to change the permanent limit for the account.

Step 4: Once your edits are complete, select Submit. A confirmation page will appear.
Select Submit if the information is correctly updated, otherwise select Edit Information or

Cancel.

Note: To request a credit line increase, please email
online@montecito.bank. A MB&T associate will contact you to
request the required information to process your request.

Adding Authorized Users/Cardholders
Step 1: Hover your cursor over Service Account, and select Maintain Accounts.

@ Montecito
Bank & Trust
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Step 2: Select Add Account.

@ Montecito
Bank & Trust®

Maintain Accounts

Add Account

Update Account Maintain Accounts

Uinidnts Compne The Company information is listed. Select Update Company to re-allocate Credit and Spending Limit Amounts or to add a new Report Group.
Andate Company Authorized User and Diversion Accounts are listed below. Click on the Account Number to update the information for the account including
credit/spending limit, reporting group, billing level and MCC codes. To rebalance spend and credit limits, enter the amounts and track the running
totals to be sure you don't go over the company limits. When you are done, click Submit and the new limits will be displayed.

Step 3: Enter the informational for the new cardholder.

Add Account
Enter the new account information below. The credit desired must be less than either the Unallocated Credit or Spending Limits depending on the
Account Type.
Itemsz noted with * are required except when noted in parenthesis.
Company Name: _
Unallocated Credit Limit: a
Unallocated Spend Limit: 1000
Personal Information
* Account Type * Diversion Allowed * Billing Level
Authorized User No Consolidated
*= Authorized User First Name M * Authorized Uzer Last Name Suffix
| | L] | |

* Street Address (No P.0O. Boxes)
| Buginess Mailing Address |

Apt./ Suite

= Ci

* State * Zip Code * Country
[ 1]

* Work Phone Fax Phone Numb

Mobile Phone Number Home Phone Number

Tax ID Indicator Social Security Number Email
-

Date of Birth Personal Access Code * Credit Desired

[ ]r[oo_Jrfrvvy ]

The available amount for a new user is located next to: Unallocated Spend Limit.

select the Update Account tab to adjust the credit lines for users to make funds

E?—J Note: If there is no availability, this amount will be zero and the Admin will need to
available.

Step 4: Once all the information is input select the Submit button. This will pop up a
screen to review for accuracy - select Submit to confirm. The card should be received in 7-
10 days.
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Dispute a Transaction
Follow these steps in the credit Card Portal:

Step 1: On the Current Activity page or Account History page, select the Amount link
for a transaction. The Transactional Detail page will appear.

MCorporate Billed Transactions This Period

Reference Humber Transaction Description

0902 0902 -1.00
09/03 09/03 -1.00
09/03 09/03 -1.20
09/03 09/03 -1.00
09/04 0907 =175
05531 0901 200
=t} 0902 AMZR Wkt US*250LP45ED Amzn.comibill Wi, I 14.08
09/23 09,26 p

Step 2: Select the Dispute this Transaction link at the top-right of the screen

Account Information

Account Overview

T T el Transactional Detail

Corporate Summary
Statement Cardholder Harme: TAYLOR

T o —— Transaction Date: 09/01421
Invoice Humber: L0
Post Date: 080221
Transaction Amount: 14.08
Authorization Humber:
Reference Humber:
Description: AMEIN Mitp US*250LP48E0 Amzn.combil VWA
Statement Date: 08730021
Account Humber: FROIGON GO
Card Humber: hteitrbrttrie
Merchant Category Group: Miscellansous Stores
Merchant Category Description: BOOK STORES
Authorized User Account Humber: Lt EET R R R
Diversion Account Humber: L0
Control Account Humber: hEEERERLEEN B
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Step 3: Enter the name of the signer, the amount that you would like to dispute, and your
reason for disputing the transaction. Once this information has been entered, select
Continue.

(3

Account Information

Account Overview

FETTTESTT Dispute a Transaction

Corporate Summary In arder for Online Accournt Management to begin the dispute process, we request that you complete the transaction dispute form below.

Statement Before we begin our investigation, we urge you to make & good-faith attempt to resolve the matter directly with the merchant. & detailed veritten
explanation of your dispute is required for any situstion which does not it into one of the categories described on the form. This may include, but is
Terms & Conditions not limited to, merchandiss that is defective, damagsd, or returned

Pleass include as much information as possible sbout the disputs, and remember you may be requirsd to provids relsvant documsntation (this
includes copies of any signed refurn postal receipts, estimates, invoices, or hotel cancellation numbers).

Insufficient information may delay or prevent the resolution of your inguiry.

IMPORTAHT HOTE: Wi have limited time in which to exercise our right of recourse to the merchant. Az per your Customer Aareement, you have
sixty days from the statement date on which the disputed tem appeared to dispute the transaction.

Update your profiler optional)

Cardholder Information
Primary Cardholder Hame: Mb&t Test

|Signer First Hame: | | Last Hame: | | Date: 011132022 |
Address: Home Phone:

Cityz Santa Barbara Business Phone:

State: CcA Emnail:

Zip Code: 8310

Account Humber: XXXXXXXXXAERRRX

Transaction Date: 0901721

Transaction Post Date: a2z

Transaction Amount: 1403

Disputed Amount: 14 08

Authorization Humber:
Reference Humber:

Description: AMIN Mitp US*250LP48ED Amzn comabill Wi,
Statement Date: 08730521

Merchant Hame: A

Merchant City: R

Error in Billing Reason

I do not recognize the transaction appearing on my statement. | have contected, or attempted to contact the merchant for transaction
identification

| was hilled for the same transaction more than once for the same merchant

| authorized one trangaction, but not addtionslfsubsequent transactions from the same merchart. | did not authorize anyone else to use my
card(s) and | am stil in pogsession of the same.

| cortinue to be billed for the transactions canceled with the merchant. | notified the merchant to cancel the pre-authorized transaction.

| newer received merchandise that was to be shipped or delivered.

| b not received credt for merchandise returned to the merchart. Proof of return and copy of mercharts return policy will be sent
separately.

The reason for my dispute is not listed here

Ol O [ojol O [o] o

Step 4: The Dispute a Transaction page appears indicating the reason you selected for
the dispute and provides a field for additional details regarding the dispute. Enter the
details and select Continue.

n—

ccount Information

Account Querview

Dispute a Transaction

Your selection for the reason of the dispute was:

Account Level Det

Corporate Summary
Statement Ido not recagnize the i ing an my 1 have

hor to contact the i For

Sothat vwe can process your request, plesse provide all relevant information regarding your disputes in the comments section belows. our

Jerms & Conditione comments are limited to S00 characters of less

Date you first contacted the merchant: (VHDD/YYYY) via

Dispute Comments {flem description, expected date of delivery for goods and services, etc)

500 characters left

To the best of my knowledge | hereby acknowledoe the above information to be true and | understand that proven otherwise, my account with be re-
debited at that time
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Step 5: After you select Continue you will be taken to a Dispute Confirmation page. This
page will provide you with a reference number that should be used for any future
communications regarding your transaction dispute.

@ Montecito
Bank & Trust’

—

Account Information

Account Querview

Dispute a Transaction

Account Level Detail
Corporate Summary

Statement
“ou have successfully submitted your inguiry. Your reference number iz 8017878, Please use this reference number for any future communications

Terms & Conditions regarding this request. “You can view your dispute using the Get Mezsages menu option.

Cantinue

If you have additional questions please contact our credit card service center at: 1 (855)
256-9153.

Request a Balance Transfer
Follow these steps in the Credit Card Portal:

Step 1: Log on to online MB&T credit card Portal and navigate to the Services tab on the
main menu and select the Balance Transfer link.

Step 2: The Balance Transfer Request form appears. Follow the guidelines at the top of
the form.

Step 3: Select the credit account rates link to view rate information for balance transfers.

Step 4: Select the verification box after verifying that all of the payee information is
correct.

Step 5: Type or verify signer name in the Electronic Signature field and enter the Date.

Step 6: Select Continue to go to the next Balance Transfer page to verify and confirm
the balance transfer request.

You can also call 1 (855) 256-9153 to initiate a balance transfer.

Access Reports Related to Delinquency and Transactions

ﬁ Montecito
Bank & Trust’

LOG OFF

@ You can re-allocate your Credit and Spend limit within the Company Credit Limit. You can update, remove or add reporting groups by clicking the
M icon next to the reporting group you wish to modify or by entering a new report group number and description. Once you've made your changes,
click Submit. If you leave this page without clicking submit, your changes will be lost. You cannot remove a reporting group if it is currently
assigned to an account. Click Cancel to return to the Maintain Accounts page.

Step 1: Select the Tools Tab.
Step 2: Identify the Reporting Column on the left hand side of the page.

Step 3: Select on the subcategory that is most related to the report you are looking for.
Daily reports related to Delinquency and Transactions along with monthly reports for MCC
spending can all be viewed here.
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Appendix B: Authorized User/Cardholder Card Portal Guide
Enrolling in the Card Portal

Step 1: To access the Credit Card Portal, please visit https://montecito.bank/, select
Credit Card at the top of the screen, and select Proceed to My Online Account.

Step 2: Select Enroll.

Montecito

Ban k &Trust' Montecito Bank & Trust makes it easier and more
convenient than ever to manage your account:

Enjoy the convenience of 24 hour access

5 * Manage your account online
Usemame: ] . Dowisisamerts
= Pay your bill online

Privacy Policy | Help

Montecito Bank & Trust Customers, Enroll Now
for Online Access

If you already have a Montecito Bank & Trust account,
you can click here to register for online services.

CNros

Step 3: Enter your sixteen digit credit card account number in the Account Number field
and select Submit.

Step 1: Account Authorization
[ Register for Online Account Services JJ Step 2: Security Informstion

Step 3: Username and Password
Step 4: Success

= % 5 Meed assistance?
Step 1: Account Authorization e e or 301257
Onling access to your account is the easy way to check out current account information, schedule payments, or contact us - on your 2910 outside the US.

time, at your convenience. Need to make a payment? Use our bill payment festure. It couldn't be easier.
Type your account number in the box provided and click Submit

Account Information

|Account Number: (16 digits)
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Step 4: Fill out the Security Information. For the Social Security field, please enter your
SSN and not the TIN of the business. You will need to enter the credit card expiration

date printed on the card to complete enrollment.

@ Montecito
Bank & Trust’

Step 2: Security Information

Please complete all required fields. All information must accurately reflect that of the primary* cardholder on the account.

If you have, and would like to register, more than one Montecito Bank & Trust card for this service, you must complete enroliment
‘separately for each primary or secondary card. If you have already enrolled for this service, you may not re-enroll with the same
card number.

Your Montecito Bank & Trust Information

Social Security Number: sssssssss
Card Expiration Date: 02 v |Month [2021 v | Year

Mother's Maiden Name:
Date of Birth: (mm/dd/yyyy)
Zip Code: |
Work Phone Number: (in this format 3069908000 with no spaces, brackets or

dsstes) |

Email Address: [ ]

[] 1 have read and agree with the Terms & Conditions.

* Primary cardholder is the person who appears first on the billing statement.

.
Step 1: Account Authorization
( Register for Online Account Services JJ Step 2: Security Information

Step 3: Username and Password
Step 4: Success

Need assistance?
Call 55-256-9153 or 301-257-
¥ 9910 outside the US.

Additional notes regarding security information responses:
- Mother’s Maiden Name - Letters are not case sensitive
- Zip Code — Must enter the business’ zip code

- Work Phone Number — Must enter the business’ work number

- Email Address — Must be all lower case
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Step 5: Fill out your Username and Password information, paying close attention to the
password requirements. All three Authentication Questions must be answered.

—~
‘ ( Register for Online Account Services D

Step 1: Account Authorization
Step 2: Security Information

Step 3: Username and Password

Fill in the i click Submit to continue.

Step 3: Username and Password
Step 4: Success
‘ Need assistance?

Call 855-256-9153 or 301-287-
= 9910 outside the US.

e ten (10) and sxisen (16) characters ong and must contan atleast o leter and one

Username and Password Information

Desired Username: |

Password:

Confirm Password:

For additional security. please enter and confirm each answer to the following questions:
Authentication Questions.
Challenge Question: v

Challenge Question Answer:

|Answer Confirmation:

Authentication Questions
Challenge Question: v

Challenge Question Answer:

Answer Confirmation:

Authentication Questions
Challenge Question: v

Challenge Question Answer:

Answer Confirmation:

Step 6: Select an image for Security Authentication.

]
Security Authentication

For additional security, please select (click on) an image from the assortment below. Each time you log in going forward, you will see this image on the page where you enter your
password.

Please select a personal image.

Images for selection:

Step 7: After you've successfully enrolled, you can sign up for eStatements and Email
Alerts. To do so, hover over Services in the top menu bar.

1. Select Email Alerts to enroll in alerts that are specific to your account.
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2. Select on Statement Delivery to enroll in eStatements.

@ Montecito
Bank & Trust’

Account Information Request Limt Change | Replace Card | Email lers | Alert History | Statement Delivery | Change Contact infa | Change Passward

Account Overview

AT Account Overview

Current Activity Hello Taylor
Account: XXXXXXXXKENARXZA0T1
Last Login: Mot Available

Search Al Information Current &= of: 235 PM CST

Custom Category

Account History

Ierms & Conditions Statement Date: 1243172021 Awailable Spend: $100.00
Statement Balance: $0.00 Total Spend Balance: F0.00
Minimum Payment Due: $0.00 See Pending Activity
@ GoPa per‘ess P nt Due Date: 0172502022 See C rit Activit
Faster. Simpler. Graener. ayment flue Date: B8 LUIMEMt S etvily,

Last Payment Amount: $0.00

Enroll today Last Payment Date: Rl

See Account History

Home O  ContactlUs O Privacy Poli o Terms & Conditions o gite Map  © @2017 Montecito Bank & Trust

Viewing Account Details as an Authorized User

The Account Overview on the Account Information page provides a snapshot of your account
information, including your Statement Balance and Available Spend.

@ Montecito
Bank & Trust’

LOG OFF

iAccount Information

Account Overview

e T Account Overview

Current Activity Hello Taylor Howson.

Account: XXXXXXEXEEXXEXA0T1
Last Logire 1202272021 1:53 PM CST
Search Allnfarmation Current as of: 1:55 PM CST

Account History

Custom Category

Terms & Conditions Statement Date: 13052021 Available Spend: $100.00
Statement Balance: §- 200 Total Spend Balance: $0.00

Minimum Payment Due: $0.00 See Pending Activity
Go Paperless P: nt Due Date: 1202502021 See O rit Activit
Fastar. Simpler. Graaner. ayment Due Date: ee Currel ivity.

Last Payment Amount: $0.00

Enroll today Last Payment Date:

I,
See Account History e

Home © Contagtls ©  Privacy Poli o Terms & Conditions o gite Map  © ® 2017 Montecito Bank & Trust

Account Overview

# Field Description

1 See Pending Activity & Select See Pending Activity or See Current Activity to
See Current Activity review recent activity on your account.

2 See Account History  Select See Account History to view and download account
statements.
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