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SurePay Bill Payment

1. Login to Business Online using your credentials.

2. Onceloggedin, click the Dashboard icon at the top of the left menu bar or
scroll to the bottom and click the arrow to expand the menu options.
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SurePay Bill Payment

To make a payment you must first add a Payee. If a Payee is available you can procced to
step (E) to make a payment.

Select “Bill Payment” to initiate creation of a Payee.
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Account Transfer

Bill Payment
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SurePay Bill Payment

Select “Payee”.
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CIN SurePay Bill Payment

1. If no Payees are found an “Alert” will appear advising “No Payee details for the
customer, please add Payee”.
2. Click “OK” to proceed.




SurePay Bill Payment

Click “Add Payee” to the right of the screen.

Business Online Q

@ egen v (@) 3 @

Payee

This screen allows you to view, create, modify, and delete existing payees

Payee Name Payee Account Payee Group Payee Type Payee ID

No records available

Tengen Electronics v

Action




SurePay Bill Payment

Under “Payee Type”, select the “SurePayBiller” option.

Note:

1. There are three payee types: Standard, Custom and SurePayBiller

2. The “Standard” payee option enables you to make payments to other Financial Institu-
tions, your First Citizens Credit/Prepaid cards, other third party Banks.

3. The “Custom” payee option enables you to make payments to other accounts at First
Citizens.

4. The “SurePayBiller” payee option enables payment to utilities that have entered into an
agreement with SurePay to receive funds via the SurePay platform.
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SurePay Bill Payment

1. Enter the Payee and the Biller’s Account number.
2. Click “Validate” to continue.

Business Online Q,  Search @ mginv @) 3 @
Add Payee

This screen allows you to add/enter a new payee to use for bill payments.

Payee Type

Standard SurePayBiller

Payee Biller's Account No
BWA v A100171461 ' VALIDATE '

Payee Validation Success
Biller's Name Remarks

Tengen Electronics

CANCEL PROCEED




SurePay Bill Payment

1. Enter the Biller's name and Remarks.
2. Click “Proceed” to continue.

Business Online Q. Search ® tgin v (@) 3 @
Add Payee

This screen allows you to add/enter a new payee to use for bill payments.

Payee Type
Standard SurePayBiller
Payee Biller's Account No

BWA v A100171461

Payee Validation Success
Biller's Name Remarks

Tengen Electronics

CANCEL PROCEED




urePay Bill Payment

Confirm the information and click “Proceed” to continue.
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This screen allows you to add/enter a new payee to use for bill payments.
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SurePay Bill Payment

1. Enter your response to the Adaptive Authentication question.
2. Click “Submit” to continue.
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SurePay Bill Payment

Congratulations! You have successfully added a SurePay Biller payee.
Click “Done” to exit.

o

Success!

ou have Successfully added SurePay Biller Payee
m



SurePay Bill Payment

Your new SurePay payee will be displayed in the Payee List.
You can delete or copy a SurePay biller using the Action column buttons.

Business Online Q, Search @ engen v (@) 3 @

Tengen Electronics o
Payee
This screen allows you to view, create, modify, and delete existing payees ADD PAYEE

Payee Name Payee Account Payee Group Payee Type Payee ID Action

Tengen Electronics A100171461 Bills/utilities Sure Pay 1 o ’Tj

Rows per page: 25 = 1-10f1




SurePay Bill Payment

Now that you have added your SurePay payee, you can make a payment.
Select “Bill Payments”, then select “Single Payment” from the menu to the left of the
screen.
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SurePay Bill Payment

Select “Create”,

@ Eengin v ) 3] @

Tengen Electronics >
:w, create, modify, and delete existing payees ADD PAYEE

Payee Account Payee Group Payee Type Payee ID Action

Account Transfer
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A100171461 Bills/utilities Sure Pay 1 1] @
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Create

Pending
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SurePay Bill Payment

From the “Payee Category” drop down menu, select the “SurePayBiller”.

Business Online Q, Search @ Engin v () 3] @

Single Payment

Create Pending Scheduled History Favourite

This screen allows you to enter a payment for a bill to be deducted from the selected account.

Payee Category
v

Please Note
Please note that the amount is paid in the currency displayed in the Payes List.

SUBMIT




SurePay Bill Payment

1. Entertherequired information in the fields shown on the screen,
2. Click “Submit” to continue.

Business Online Q, Search @ egin v () 3] @
Tengen Electronics ~
Single Payment
Create Pending Scheduled History Favourite

This screen allows you to enter a payment for a bill to be deducted from the selected account.

Payee Category

Sure Pay Biller ~

From Account

Please select SurePayBiller v Please select billerAccountNo

Amount Memo

16/06/2025 =

Please Note
Please note that the amount is paid in the currency displayed in the Payee List

A ———
SUBMIT
————




SurePay Bill Payment

Click “Submit” to confirm the payment.

Business Online Q

@ tngin vy @) 3 @

Tengen Electronics

Single Payment

Create Pending Scheduled History Favourite

This screen allows you to enter a payment for a bill to be deducted from the selected account.

[ @ Kindly confirm enter single payment before submit

Sure Pay Biller v

XXXXXXX2797 - BBD v

Tengen Electronics v A100171
200.00 Enter Memo
16/06/2025 =

Please Note :
Please note that the amount is paid in the currency displayed in the Payee List

EDIT ] [ CANCEL SUBMIT
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(‘I SurePay Bill Payment

Click “Release”.
If Dual Control is enabled, contact your administrator to approve and release your pay-
ment.

o

Success!

Bill Payment 250000000076 created and approved successfully.
Please proceed with the

RELEASE l




SurePay Bill Payment

Click “OK” to confirm release of the payment.




SurePay Bill Payment

Click “Done” to exit.
Optional: Click “Set As Favourite” to set this payment as a favourite.

@

Success!

Bill Payment Released successfully
—
SET AS FAVOURITE | DONE



SurePay Bill Payment

Note:

1. You will be directed to the “Pending” tab.

2. To view processed payments, select the “History” tab.

3. You can filter by a specific date range, amount, payee or account.

Click the payee name highlighted in green to view history details.

Q, Search @ Eengin v () 3 @

Tengen Electronics ~

Business Online

Single Payment

—
Create Pending Scheduled ' History ' Favourite
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This screen allows you to view processed and cancelled payments.

From Account: v Payee: v

Start & End Date Start Amount End Amount

DD/MM/YYYY - DD/MM/YYYY B8

Payee Name Payee Account From Account Send On Amount Status
' Tengen Electronics ' A100171461 XXXXXXX2T797 2025-06-16 BBD 200.00 Sent For Payment




SurePay Bill Payment

Click “Close” to exit.

View History Details

Payee Account Fram Account

Tengen Electronics Al00171461 XOXXNX27 97

Last modif

TENGJANEI2Z3

Send On

16 Jun 2025

Amount

BBD 200.00

Date

16 Jun 2025

Last Modified Date

16 Jun 2025

By
TENGJANEI23

Rel

3 By R
TENGJANEI23 16 Jun 2025

Date By

TENGJANEI23

Approved Date Memo status

16 Jun 2025 NA Sent For Payment
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Email: businessonline@firstcitizensbb.com
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