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Introduction

Topics:
s Welcome o —

Credit Card Online Access is the go-to platform
for managing your BMO Business Credit Card.

Introduction

Set-Up Access

B AEIIT This Quick Start Guide can help you make the most

View Account Details

of your online access benefits — with tips to quide e
Make Payments you through key functions that simplify expense L e
management and improve productivity. — S
More Help
< Home

<BACK Let’s begin by setting up your Online Access: ( NEXT >

Log on to Credit Card Online Access >
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To use Credit Card Online Access, you must have a User ID and Password.
If you don't, you can register easily by following these simple steps:

STEP 1

Visit Credit Card Online Access

Then click “Not Registered?” to display

BMO 9

the Provide Account Number screen.
To self-register, you will need to
provide the 16-digit number on your
physical card or the 16-digit number
of your company account.

Enter credentials

User ID (Forgot your User ID?

n Password (Forgot your password?

You can also contact your company

administrator or call the phone Language

number on the back of your card English (United States) v
to get set up.

| LOGON |

Additional Information
Forgot your User ID?
Forgot your password?
Reset Logon credentials?

STEP1 >

Registration

Not registered?

Continue to STEP 2: ( NEXT >



Set-Up Access ontinued)

Topics:
Introduction
Set-Up Access
Manage Account
Make Payments

More Help

STEP 2: Enter your 16-digit number,
then click “NEXT” to continue your registration.

What account number should be used to register?

Cardholder: If you want to manage only your card, including
making payments, then enter the 16-digit number printed on
your card.

Business Owner or Administrator: Use the 16-digit company
account number found on your billing statement or welcome
letter, not the number printed on your credit card.

Not sure if you are an Administrator?

This access is required if you are billed by your company
account number, not your card number. Administrators
traditionally manage a company’s card program performing
tasks such as:

- Making payments
+ Reviewing account activity

- Registering and maintaining cardholder(s) access

BMO 9

Provide Account Number

Card Account Number

< STEP 2

NEXT Cancel

Continue to STEP 3: ( NEXT>
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STEP 3: Continue by creating your
user ID and password.

Email: Enter your full email address
(e.g., name@companyname.com).
Email notifications will be sent

to this address.

Mobile Phone Number: This
information is optional.

User ID and password: Follow the

on screen guidelines for acceptable
characters and length. Enter choices
that are easily remembered by you but
not easily quessed by others.

Password hint: This hint can be a few words or short
sentence that describes your password in case you
ever need a reminder. Do not retype your password.

BMO 9

The information entered in these fields is for the online
account profile only and will not be changed on the credit
card account profile. For these changes, please call the
number on the back of your card or on your statement.

‘ Create a user ID and password

Create a user |ID and password

Your email addre55| [?]

@é

Your Mobile Phone Number [ 7]

Bl

First name

Create auser|D (7]

Enter a password [7]

Your password hint [ 7]

NEXT Canc

el

On-screen guidelines for any field
marked with a ? symbol can be revealed
by pointing your cursor at the ? symbol

Last name

Re-enter password

Continue to STEP 4: ( NEXT >
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STEP 4: Provide your
registration information.

Name: Enter name exactly
as it appears on your card.

Credit Limit: As displayed
on your card mailer or most
recent statement.

“Note: If your limit was
changed today, please
use previous day limit.

Zip Code: For U.S. Zip
codes, use the 5-digit
billing zip code.

Business Name: Enter the

business name exactly as it is
on the cards. It will be either

the legal name or the
business name displayed
on the card(s).

Business Phone: This
number is listed in your
business credit card profile.

Cardholders

BMO 9

Register an existing account

Card Account Number *

cardholder Name * (7]
|

Credit Limit *

ZIp/Postal Code* [7]

NEXT | Cancel

Administrators

BMO 9

Register an organization administrator

Account Number

1545

Business Name * [7]

Zip/Postal Code* (7]

Business Phone

NEXT Cancel

Continue to STEP 5:
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STEP 5: Review and accept
the cardholder statement
delivery option.

For Cardholders: Online registration
automatically enables electronic
statements. All cardholders will have
access to electronic statements. If
the Statement Delivery Option is not
displayed then paper statements

are not generated on this account.
Statements will be sent only
electronically.

For Administrators: As an
administrator you have the ability
to register additional cardholders
with their own log in credentials.
As a reminder, you will need each
of your cardholder’s details in order
to register their account.

BMO 9

Account has been registered

e Register Account

Your email address

Your name

Your User ID

You have registered the following accounts
Statement Delivery Option

1492 Send electronically only v

Register another account

Continue to STEP 6: ( NEXT >
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STEP 6: Set up your
security questions.

Once you have completed

your answers:

Click “Submit” to display the
End-User License Agreement

Read it and click

“Agree” to enter your
organization’s Credit Card
Online Access homepage

BMO 9

For each set of 5 questions choose
one to answer, then enter and
re-enter your answer.

You may be asked one of more of
these questions in the future to
verify your identity when logging
on or re-setting your password.

© Additional Security Information

Setup Security Information

To help protect your logon account from fraudulent use, you need to set up personal security questions. You may be prompted in the future to answer two
or more of these questions as part of the Self Unlock/Reset Password process to help verify your identity.

Select and answer one question from each of the five sets. Use only Uppercase or lower case letters (a-z, A-Z), numbers (0-9), and single spaces in your

answers. Do not use punctuation or symbols.

Help me with this task

Security Question #1

Select a Question

Security Answer #1

Confirm Security Answer #1

Security Question #2

Select a Question

Security Answer #2

Next, let’s review how to Manage Account options: ( NEXT >
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Account Activity allows access to account summary,
Introduction transactions, authorizations and statements.
Set-Up Access STEP 1

() e~
Log on to Credit Card Online Access e 9
Manage Account >

Access Account Then; _m STATEMENTS ADMINISTRATION HELP
Activity :

. H /" ” You last logged in on: 13 October 2020 3:54 PM EDT
e :rom theI tl-rI]ONc\]E page, click on “STATEMENTS ‘nvrrv
S ——— o reveal the drop down menu S
Edit Personal Info - Click on “ACCOUNT ACTIVITY” to reveal the uick VIEWAUTHORIZATION REQUESTS .
or Password account details screen Q Lins
Manage A|eftS - |f you have access to Oﬂe aCCOUﬂt, the Maintaln User Information

Account Activity options will displa
Change Statement y op play

Delivery Option - If you have access to more than one
account, they will be displayed here, click pMO 9

“DETAILS” for the account you want to access
W ADMINISTRATION HELP

Make Payments

More Help Administrators: You will see an interim
Account Activity screen called “My Accounts.” Account Activity
By CIICkIng ”DETA”‘S” on the Company account/ My Accounts Accounts | Manage Search for Statements
you will display all account and cardholder activity.
. e . Account Number 4 Name onAccount Inactive Purged
If you want to display a specific account that is not
G-~ 0028 SB TEST BDM CORPBILL No - DETAILS

listed, select the “Accounts | Manage” tab to search.

<{Home Continue to STEP 2:
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STEP 2: Account Details shows your

o
Introduction account Summary, Transactions, svo &
Authorization Requests or Statements.
Set'Up Access HOME HHH!%!:H ADMINISTRATION HELP
> Summary:
Manage Account - The Summary tab displays activity since

Access Account the last statement plus a summary of the Account Details for CORPORATION INC 1844)
Activity last statement

« Back to results

. Summary Transactions Authorization Requests Statements
Access Account Transactions:
Statements o The Transactions tab prOVideS a ||St Of Activity Since Last Statement (S;{;g\;gn?ftﬁz g;é??oezrg)
Edit Personal Info current or previous statement cycles (12 current batance: ssenes e ey
or Password months) transactions. There is an option to SRS i — p——
H H Avallabl nd: $36,432.36
e Al download into several available formats llabletospe Minkmum payment due: s3.12071
. . Credit imit: $37,000.00
AUthOI’IZatlon ReqUEStS: Payment due date: 9/29/2020
gg?if\‘/g? S(t)a’E[?(;Tr]]ent - The Authorization Requests tab provides B WOE DETALS 4
yop details of approved transactions that may Previous balance: s2120m _
. . . Previous balance $3,150.42
Make Payments not be included in posted transactions e e —— 201
Statements: Purchases: $229.98 T P
More Help - The Statements tab includes access to up e e p— -
to 24 months previous statement cycles, . o P 5230
access and download as a PDF orertess o P—— 000
The current balance amount includes last payment received and cash
Administl'atOI'S' advances. Late payment fee: $0.00
A t D t I f th t Other fees: $0.00
ccount Details for the company accoun i dlesiied], ey e e ——
will include all cardholder(s) initiated from this page

<H , .
L < BACK Next, let’s look at the Transactions tab: ( NEXT>
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Transactions

i . . . BMO
Introduction The Transactions tab provides a list of current o
or previous statement cycles (12 months) W ——
Set-Up Access transactions. There is an option to download - ' -

into several available formats.

«— Back to results

Manage Account
. > Transaction details can include:

s Account i Account Details for CORPORATION INC 1844)
Activity « Purchases/credits

Summary Transactions Authorization Requests Statements
Access Account + Payments
Statements
. Fees Select Statement Cycle: | Current W Download format| Select v DOWNLOAD PRINT THIS PAGE |
Ed |t Persona | InfO Up to 90 transactions display per page. In order to see additional transactions, utilize the

Prev|Next links below

or Password

Any other adjustments

Manage Alerts AUTOMATIC PYMT RECEIVED e
Return to STEP 2: Account Details Posted On: 9/29/2020 Originating Account Name: CORPORATION INC Currency Desc: US Dollar (340
Transaction Date: 9/29/2020 Originating Account Number: 1844 Amount: (3,120.71
Change Statement o e
Delivery Option MCC Description:
Memo:
Make Payments BEST BUY $99.99
Posted On: 10/2/2020 Originating Account Name: Currency Desc: US Dollar (340
Transaction Date: 9/30/2020 Originating Account Number: 6945 Amount: 99.99
More Help Location: TORONTO ON 00000 MCC:5045

MCC Description: COMPUTERS,COMPUTER PERIPHERAL

EQUIPMENT, SOFTWARE

Memo:
WALMART $129.99
Posted On: 10/2/2020 Originating Account Name: Currency Desc: US Dollar (340
Transaction Date: 9/30/2020 Originating Account Number: €945 Amount: 129.95
Location: TORONTO ON 00000 MCC: 5333
MCC Description: MISCELLANEOUS GENERAL MERCHANDISE
STORES
Memo:

<H , ..
Hn < BACK Next, let’s look at the Authorization Requests tab: ( NEXT >
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Authorization Requests

The Authorization Requests tab provides svo @
details of approved transactions that may

set-Up Access not be included in posted transactions. B -

Manage Account > - Results can be searched by date e
and/or status .

Access Account Account Details for 3880)
Activity @

Introduction

ACCGSS ACCOUHt Current authorlzatlons Smce your Summary Transactions Authorization Requests Statements

SFIETETIE last statement may reduce the ® Approves

Edit Personal Info available credit on the account if From T B

or Password not yet posted = =

Manage Alerts =

change Statement Return to STEP 2: Account Details e

Delivery Option

. p o . L. Detalls Date/Time ~  Status Auth Code Merchant McC Amount Type Reason

Make Payments Click on ‘Details to view additional ] usonscan  pes o KWKTRPswS s S63%  Puchase  APPROVED

transaction information

More Help

‘‘‘‘‘‘‘‘

<H p .
L < BACK Next, let’s review how to Access Account Statements: ( NEXT >
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Manage Account >

Access Account
Activity

Access Account
N GIENENS

Edit Personal Info
or Password

Manage Alerts

Change Statement
Delivery Option

Make Payments

More Help

Cardholders can access statements for their individual accounts, and administrators
can access statements for multiple accounts, by following these simple steps:

STEP 1

Log on to Credit Card Online Access

Then:

- From the HOME page, click on “STATEMENTS”
to reveal the drop down menu

« Click on “ACCOUNT ACTIVITY”
to reveal the account details screen.

Cardholders: The ‘Account Details’ screen
is displayed, select the “STATEMENTS" tab

Administrators: The “Account Activity”
screen is displayed with the options to:

- Review the company account statements:
click “DETAILS”

- Search accounts under the “Accounts | Manage”
tab for a list of accounts, then click “DETAILS”
for the account you want to display

- Review a specific account statement using the
“Search for Statements” tab. You will need the
cardholder name or account number.

(D Bob v
BMO e
_m STATEMENTS ADMINISTRATION HELP
ACCOUNT ACTIITY You last logged in on: 13 October 2020 3:54 PM EDT
PAYMENTS
MY BANK ACCOUNTS

VIEWAUTHORIZATION REQUESTS

QUiCk Linmmngo

Malntaln User Information

Continue to STEP 2: ( NEXT >
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Statements

Introduction The Statements tab includes access to up svo @)
to 24 months previous statement cycles,

Set-Up Access access and download as a PDF. HOME m ADMINISTRATION HELP

Manage Account > STEP 2: Select the statement.

Access Account . -
Activity Click on a statement to download it in a Account Details for . « CORPORATION INC ( 1844)

PDF format
Access Account S T t Authorization R t <
Statements ummary ransactons utnorization Requests Statements STEP 2

Edit Personal Info
or Password

«— Back to results

Saturday, September 26, 2020 g
Manage Alerts @ Wednesday, August 26, 2020 f
- Up to 24 months of past
Change Statement statements will be listed.
Delivery Option _
- The most recent statement will MY pcbetd
Make Payments appeaf at the tOp Of the |ISt To view a statement, you must first have Adobe Acrobat Reader Installed. You can download Acrobat Reader for free from Adobe’s web site

Terms &Condlitions  Privacy Legal FAQs ContactUs

More Help

<H p . .
Hn < BACK Next, let’s review how to search for statements for multiple accounts: ( NEXT >
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OPTIONAL STEP 3: If you have
access to multiple accounts,
choosing the “Search for
Statements” tab will allow
you to search for other
account statements.

Introduction
Set-Up Access

Manage Account >

Access Account
Activity

N GIENENS @

Edit Personal Info
or Password

« To download in a PDF format,
simply click the PDF icon

The search option will default to
view active accounts and inactive

Manage Alerts within the last 45 days.

Change Statement
Delivery Option .
Return to STEP 2: Account Details

Make Payments

More Help

Account Activity
Accounts | Manage

Unit or account search criteria should be entered to limit the search. You can use an asterisk (*

Subunit number

Name on account:

/' View active accounts only

Start Date *

09/01/2020

ADMINISTRATION HELP

The search for statements tab is optional
and can be used to find statements if
you have more than one account

Search for Statements

< OPTIONAL

Account number:

+/ Inactive within 45 days Inactive longer than 45 days Purged

End Date *

09/20/2020 i

Limited to 2 one-month range unless an account name or number s given.

SEARCH

Search Results (Dawnlcasal

Account Number

0127

0420

0453

6161

~ Name on Account Unit Name Unit Number Statement Date Inactive Download
No |
No 4|
No 2]
No |

Next, let’s look at how to Edit Personal Info or Password: ( NEXT >



Ma n a g e ACCO U nt (Edit Personal Info or Password)
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You can edit your personal information or change
Introduction your password by following these simple steps:
Set-Up Access STEP 1 ,
O e~

Manage Account > Log on to Credit Card Online Access BMO 9 sip 1 e

Access Account Then: Edit Password

ACt|V|ty _m STATEMENTS ACCOUNTS ADMINISTRATION HELP

AcceSS ACCOUnt ) CIICk the arrOW nEXt to your You last logged in on: 05 November 2020 3:49 PM EST

Statements User ID to reveal the drop

down menu

Edit Personal Info . . _ .
or Password + Click the desired option to either N —— Quick Links N

e “Edit Personal Information” or
”Edlt PaSSWOfd” SB TEST BDN IND BILL(511277 0010)

Manage Accounts
Account | Manage Maintain User Information

Change Statement Credit Limit $1,000.00

Delivery Option

Make Payments

More Help

Terms &Conditions Privacy Legal ContactUs

<{Home Continue to STEP 2:
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STEP 2: Make the desired edits, then click “SAVE”,
Introduction Personal info:
- Provide the email address to which you want REROT TG S
Set-Up Access notifications sent. svo @ svo @)
- The cc email address is optional; if desired,
Manage ACCOU“t > nOtifiCa’[ionS can aISO be Sent tO d Second ema” _m STATEMENTS ACCOUNTS ADMINISTRATION HELP —m STATEMENTS ACCOUNTS ADMINISTRATION HELP
Access Account address. Edit Password
Activity - A mobile phone number is optional; to provide Edit Personal Information
N T or edit this information, enter the mobile B ser D:
Statements number and select the phone number country.

User ID: Current Password:

Edit Personal Info Password: “
or Password - Passwords are case sensitive; to reveal the e [ st 1

Manage Alerts guidelines for creating an acceptable password,

point your cursor at the ? symbol. S Confirm new password:
Change Statement - The Password Hint can be a few words to help
Delivery Option you remember your password if you ever need Emalladdress: (7 Password hin; (7]

a reminder. IMPORTANT: The system will not

Make Payments .
Y allow you to embed your password in the

CC Emall address: [7]

. . SAVE |  Cancel
password hint field. E—
More He|p Emall Language [7]
@ English US v R
The information entered in these fields is Hoblle Phone: {7
for the online account profile only and will o
not be changed on the credit card account [ SAVE | cance

profile. For these changes, please call the
number on the back of your card or on
your statement.

<H P
S < BACK Next, let’s look at how to access Manage Alerts: ( NEXT >




Ma n a g e ACCO U nt (Manage Alerts)
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You can use the Manage Alerts page to activate & enable, suspend
Introduction or disenroll the available alerts by following these simple steps:
Set-Up Access STEP 1

: i BMO e
Manage Account > Log on to Credit Card Online Access
Access Account Then: -—m STATEMENTS HELP
Activity

ACCQSS ACCOUnt : From the HOME page dICk on You last logged In on: 09 October 2020 4:18 PM ED
Statements “Manage Alerts”
Edit Personal Info
or Password View Account Details
ENEIAERS SMITH 6468)
My Account

Change Statement Credit Limrt $10,000.00

Delivery Option Account Action(s) Managealerts £} < STEP 1

VIEW LAST STATEMENT

Make Payments

More Help

< Home Continue to Step 2:



M a n a g e ACCO U nt (Manage Alerts, continued)
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STEP 2: Enable or suspend
Introduction alerts as desired. BMO €

+ To ENABLE ALERTS: Confirm that “YES”
Set-Up Access is dISp|ayed in the Slider WindOW m STATEMENTS ADMINISTRATION HELP

Manage Account > - If“NO” is displayed, then, alerts are o
suspended. Click the left side of the DISENROLL
Access Account slider to Enable Alerts
Activity
Access Account STEP 3: Contact preferences e .
Statements will be displayed below the o
Edit PerSO”g' Info contacts tab. If none are Enave et | SN,
or Passwor . .
displayed click the Add Contact '? . .,
. Alerts are active. Switch to NO to suspend.
Manage Alerts button to specify:
Change Statement - The email address(es) to receive il S
Delivery Option email alerts prrencaaml < STEP 3
Make Payments - The phone number(s) to receive
teXt a|ertSw ° Type Moblle Number Emalil
More Help S, DS
=) [==]
(=) (=]

* Message and data rates may apply.
Contact your wireless carrier for details.

<H , . . .
ome <BACK Let’s review the options for adding contact preferences: ( NEXT >



M a n a g e ACCO U nt (Manage Alerts, continued)
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To add Contacts for your Alerts, simply:
) ) Add Contact X
Introduction - Complete the fields as required
- Read and acknowledge the Terms & Conditions Sei“‘c""‘“”y"es — "
Email SMS ontac
Set-Up Access « (lick “SAVE” to update your preferences
Select Contact Types
Email
mail Contact Nickname * Email [V sMs
Manage Account > S =
Contact Types -
Email Address * M
Access Account - Click the boxes to specify your preferences. Toxs Mestage Nickname
Activit .
/ - Alerts can be sent to any or all of the contacts you specify. Mobile Number
Access Account SAVE Cancel =
Statements Terms . Conditions *
Edit Personal Info Email

BMO Business Credit Card Alerts Terms and

or Password - Provide the email address where alerts should be sent and BMO Busines Crsit Cord Alects emsand g

a nickname to identify it (e.g., Work Email). & BMO Business Cret Card Alerts Credt
Manage A|ertS y ( g ) E:rd?'(\ﬂgleans"] Terﬁrs:nchoi;‘mns(( ‘
("Terms") apply to the account-related e-

mails, text messages that we send to

Cha nge Statem ent cardholders who enroll a mobile phone
o o number and/or email address in our Credit
Del |Ve[y Opt|0n SMS (text) Card Alert Program ("Program”). You agree
that we may send Alerts regarding your credit

rard arcountic) lincluding meccagac tn natifu

+ Provide the mobile number where text alerts should be sent

Make Payments and a nickname to identify it (e.g., My Work Cell Phone).

SAVE Cancel

More Help

<H , . .
ome <BACK Now let’s review how to select and activate alerts: ( NEXT >



M a n a g e ACCO U nt (Manage Alerts, continued)
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Introduction
Set-Up Access

Manage Account
Access Account
Activity

Access Account
Statements

Edit Personal Info
or Password

Manage Alerts

Change Statement
Delivery Option

Make Payments

More Help

After setting up your Contacts, select the “Alerts” tab to activate your preferred alerts.

- Use the “Alerts” tab to review the available alerts and to individually activate or de-activate the alerts of your choice®

- To activate any Alert(s), simply click the slider in the active column to Yes

“Available alerts will vary depending on your account access

VIeY &)

Cardholders

Administrators

m SNSRI

ADMINISTRATION

Language Bank Number  Company number

enousw /T

Enable Alerts

Alerts are active. Switch to NO to suspend.

Active Alert

HEU

P

DISENROLL

Description
Monitor Company Percent to Credit Limit
Notify me when | have missed my payment

Notify me a number of days before my
payment is due

Notify me when my personal information
changes

Notify me when my balance exceeds amount

Language

Enabie Alerts

Alerts are active. Switch to NO to suspend.

contaces

Active

Alert

Bank Number  Company number

contacts

DISENROLL

Description

Monitor Balance as It reaches specified percents of

my credit timit

1onitor Merchant State/Province ACtivity

MonItor Merchant Country ACtivity

Monitor Cash Activity

Notify me when my personal Information changes

MOAITOr Internet Purchase ACTIVIty

Next, let’s explore options fo receiving statements: ( NEXT >
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The Statement Delivery Option specified during User Registration can be changed
Introduction by following these simple steps:
Set-Up Access STEP 1

(D Bob »

- ! BMO I
Manage Account > I-Og on to Credlt Card Onllne ACCeSS 9 :CIFGT:C”EllF‘fC'lTlCUC":

Edit Password ]

Access Account Use the drop down menu adjacent m STATEMENTS | HELP
Activity to your User ID to select “Statement Stemas Dehy Opons
Access Account Delivery Options”
Statements
Edit Personal Info S
or Password @

6468)
Manage Alerts You can also contact your company My Account

administrator or call the phone Creditimit ooy

Change Statement number on the back of your card Accourt Action(s) Manage Alerts £\
Delivery Option to get set up.

VIEW LAST STATEMENT

Make Payments

More Help

Terms &Conditions Privacy Legal FAQs ComtactUs

< Home Continue to Step 2:



M a n a g e ACCO U nt (Change Statement Delivery Option, continued)

Topics: .
STEP 2: Click on the drop down 0 .

Introduction menu to select your preferred BMO ©

delivery option' —m STATEMENTS ADMINISTRATION HELP
STEP 3: Review the Consent section
Manage Account > and the additional disclosure

that appears below it. Account Number Name on Account Statement Delivery Option

Access Account , , el STEP 2
Activity Then scroll to the bottom of the page Send sctencaly ony

Set-Up Access

Manage Statement Options

. " ”
Access Account and C“Ck SAVE". 1 you choose to turn off paper statements you wili no longer receive a regular paper statement of your account In the mal, and you will be notified by email when
Statements yOur statement Is avaliable online

By selecting ‘Send electronically onty’ and clicking Save, you are providing BMO Bank N.A. ("BMO™ "we”™ or "us”) your affirmative consent 0 receive your BMO

Edlt Personal Info @ Credit Card statement etectronically as the dellvery method
or Password

You'll know that the statement S
Manage Alerts delivery option was successfully :

changed by the option displayed.
Delivery Option Statement Dellvery Option

ang add g tcard site t rn upx
- - For more Information about computer and Intemet Curity, please visit www.Dmao.C«
Make Payments Send by mail and electronically W s e e e ease visit
Service Charges
YOuU Will N0t Pay any service Charges 1o view your 3¢Count statement onling, If we change this policy, you witl be notified in advance and atiowed 1o discontinue
More He|p your service

Additional Disclosure Information:

Receiving Paper Statements

After you have enrolied, you <an withdraw your COnsent 10 réceiving only (eCtronic sTatements 0 that you réceive paper statements instead by returning to the
Statement Delivery Options page and Changing your preferences Or CONACTING us 3t 1-855-525-9231. WRRhdrawing your consent means you will réceive your next

monthly statement in the mail

Getting Paper Copies

You may 3150 request paper copies of your BMO Credit Card statement which may incur a charge, by contacting BMO at-1-855-825-9231

<H /,
ome <BACK Next, let’s explore how to make payments: ( NEXT >




Ma ke Paym e ntS (Set Up and Review Payments)

Topics:

Introduction

Set-Up Access

Manage Account

Make Payments >

Set Up and
Review Payments

Review, Edit Or
Cancel Payments

Add a New
Bank Account

More Help

Users can set up or schedule payments by
following these simple steps:

STEP 1

- : BMO 9
Log on to Credit Card Online Access

_m STATEMENTS ADMINISTRATION HELP

Then:
ACCOUNT ACTVITY
- Click “Make a Payment” under
QuiCk I.inks Options. VIEW AUTHORIZATION REQUESTS
OR View Account Details

AB6 TEST ACCT RWRD1(511277

+ Click “STATEMENTS” to reveal the o My Account
drop down menu

- Click “PAYMENTS” to proceed

Account Action(s) Man:
Manage Alerts f)

VIEW LAST STATEMENT

Quick Links

Maintain User Information
Make a Payment

You last logged In on: 10 December 2020 5:35 PM EST

Continue to Step 2: ( NEXT >



M a ke Paym e ntS (Set Up and Review Payments, continued)

Topics: B
STEP 2: Select account(s): T
Introduction - If you have access to one BMO 9
account, it will be displayed
Set-Up Access here Click “CONTINUE” AOMNSTRATON | HELP
Manage Account - If you have access to more
than one account, they will
Make Payments > be displayed here. Selgct
the account(s), then click
Set Up and “CONTINUE”". Select Accounts to Make a Payment
Review Payments
Review, Edit Or Individual Cardholders: view and My Accounts Search for Other Accounts
Cancel Payments pay your own card on this page.
Add d NeW Administrators Cardholder Actions EEIEISLII gl AccountNumber :t;l;?"::m gau;ll:‘eunr? :?l);n[])glt]: ;:lr::(‘: flrlillljtII (Sileltr‘rl:l:t;m
Bank Account '
accounts can be added to your BDM FLOOR INSTALLERS 1545  40.61 40.61 10/01/2020  79.61 10,000.00 USD
More Help Payment Queue by clicking the (+)

symbol at the beginning of each | CONTINUE |
listing in your Search Results.

erms &Conditions  Privacy Legal FAQ's ContactuUs

< Home
<BACK Continue with Search for Other Accounts: ( NEXT >



M a ke Paym e ntS (Set Up and Review Payments, continued)

Topics:
STEP 2 (continued): If you o @
Introduction have access to multiple
accounts, choosing the il
Set-Up Access “Search for Other Accounts” I
tab will allow you to search
Manage Account fOI' other accounts. Select Accounts to Make a Payment The search for other accounts
. . tab is optional and can be used
. My Accounts earch for Other Accounts < . .
Make Payments > Administrators: These accounts can v A Search for Other A OPTIONAL to find other accounts if you
be added tO y0Uf Payment Queue Please enter search criterla. you can use an asterisk (*) as a leading or tralling wildcard character f| have more than one account
Set Up and individually by clicking the + symbol —
Kt et at the beginning of each listing X
REVIEW, Edlt Or in yOU[’ Search Results +/ Active accounts &/ Inactive within 45 days Inactive longer than 45 days
Cancel Payments
SEARCH
Add a New ‘
Bank Account Search Results
More Help Up to 60 accounts can be selected at one time. Selected accounts:
Selected Accounts: 0
‘2‘ Actlons Name on Account Account Number unit Name unit Number Settlement curren(y Status Inactive
@‘ i a BDM FLOOR INSTALLERS 1545 uso AVFULAOAPDTAVA; (MA No
‘@‘ - B SMITH 5776 usb EM;FU;0ATAYA; No
‘@‘ - @ SMITH 7214 usp EM;FU;IN;OATA; No

< Home Continue to Step 3:



M a ke Paym e ntS (Set Up and Review Payments, continued)

Topics:

. . Bank Account Set U Bank Account Not Set U
STEP 3: Define your Payment Details. ariy . o .
IMO BMO
Introduction B ... [P———
IMPORTANT: If no bank account is set up, =
Set-Up Access you will need to “Define Payment Details” e KR oo YR
CD and complete the required fields. If a ‘
Manage Account bank account is already set up, select the Dol FameniDee s Hagmreriiviils
account to make the payment from. s .
Make Payments > o el -
Set Up and Pay I:I'0m: SeleCt the Baﬂk Account tO Account Number * Transit Routing Number (2] *
ReVIeW Payments make payment from or IMy Bank ACCOUntSI Account Nickname * Bank Name Name on Account *
Review, Edit Or to add a new account.
Cancel Payments déres e 1+ Mbdress Lne2
Add a New Payment Date: Defa}JIts to next ayallable e
Bank Account payment gate. Go to ‘Account Detalls‘— 5
Summary’ for payment due information.
More Help : (oo @
Payment Option ————— O O
- Select available payment option, defaults to “Minimum Amount”.
- If you select “Minimum Amount” or “Pay In Full”, the Payment " =y e e e | |

Amount field will be filled in automatically.
- If you select “Other Amount”, 0.00 will be filled in and should

be edited to reflect your desired payment amount. @
Then: If any of the payment options are shaded out,
« Click “MAKE PAYMENT” it is not an available payment option
- 1f “MAKE PAYMENT” button is disabled then your account has a credit £ i ieny PR (inen oG] ot 60 pRlimenL

. . L history or “Account Activity” for details
balance, and no payment is possible at this time. l y

< Home Continue to Step 4:




M a ke Paym e ntS (Set Up and Review Payments, continued)

Topics: .
STEP 4: Review and Ol

Introduction Submit Payment. svio @)

Review payment information, then: e

- If changes need to be made

Set-Up Access

Manage Account click “MODIFY” or to cancel, ) © suvmeromn |
click “CANCEL”
Make Payments > - If payment information is Authenticate and Confirm Payment - BDM FLOOR INSTALLERS
Set Up and Corrgct, enter your Online ( 1545)
Review Payments CrEdIt Card PaSSWOTd You have requested the following payment
Review, Edit Or Then: e
Cancel Payments
. 1" ” Fee Amount
Add 3 New Click “SUBMIT PAYMENT ,
Ba n k ACCO u nt The fee amount is charged to the credit card and Is not Included in the amount being deducted from the paying account
withdraw from Account
More Help
Transit Routing Number Jsername
Password is required to ———
submit payment and will not WI ----------- 1 |

be submitted until entered

e By clicking Submit Payment | authorize BMO Harris Bank to Initiate the payment fri

card account In the payment amount Indicated. If you have any questions abouty

Your payment will not be processed until you click Submit.

SUBMIT PAYMENT Modify, Cancel

< Home Continue to Step 5:



Ma ke Paym e ntS (Set Up and Review Payments, continued)

Topics: . .
STEP 5: Payment Confirmation

Receipt is displayed.

Introduction

- Your confirmation is displayed here

SELUpIAccess and in your payment log

- If additional documentation is
required, you can print a copy for
your records using the print button
at the bottom of the screen

Manage Account

Make Payments >

Set Up and
Review Payments
Review, Edit Or

Cancel Payments

Add a New
Bank Account

More Help

HOME E!IHI %H’ ADMINISTRATION

HELP

v Select Account

‘ Submit Payment

Payment Request Receipt

Payment has been submitted successfully.

Confirmation Number

Payment Amount

40.61

Fee Amount

The fee amount is charged to the credit card and is not Included in the amount being deducted from the paying account.

withdraw from Account

Transit Routing Number

Requested Payment Date

10/26/2020

Account Name

BDM FLOOR INSTALLERS

Applied to Account

1545
Print this page for your records.

PRINT Make Another Payment

Next, let’s look at how to review, cancel or edit payments: ( NEXT >



M a ke Paym e ntS (Review, Edit Or Cancel Payments)

Topics: . .

Review payments, plus cancel or edit payments
Introduction not processed yet, by following these simple steps:
Set-Up Access STEP 1:

_ _ BMO e
Manage Account Log on to Credit Card Online Access
HOME ADMINISTRATION HELP
> Then: m

Make Payments

Set Up and * gl:(()::; dS(;I-VAVTnEI[\TA_]Eel:I_ILS to reveal the «— Back to Payments
Review Payments
; s . i Payment Log for BDM FLOOR INSTALLERS ( 1545)
- Click “PAYMENTS”, then click
Cancel Payments the NOtepad Icon tO reveal the Payment Date Entry Date Payment Amount Conflrmation Number Source Status
Add a New Payment Log
Bank Account 10/30/2020 10/13/2020 4061 545-19-20 internet FUTURE DETAILS
STEP 2:
More Help
- Click “DETAILS” to access payment Terms &.Concitions Prvecy Legel FAQs  Contaces

history and status

- If you wish to Cancel or Edit a
payment, go to Step 3

< Home Continue to Step 3:



M a ke Paym e ntS (Review, Edit Or Cancel Payments, continued)

Topics:
Introduction
Set-Up Access
Manage Account

Make Payments >

Set Up and
Review Payments

Review, Edit Or
Cancel Payments

Add a New
Bank Account

More Help

STEP 3: Choose the desired
action, CANCEL or EDIT.

C

IMPORTANT: If the payment has
already been processed, it can no
longer be cancelled or edited and
the options will not appear.

“CANCEL”
- Window prompt will display to

confirm you want to cancel the
payment by clicking YES or NO.

- After clicking YES, the Payment Log

Details will display the payment
with the status of CANCELLED.

“EDIT”

- Change payment criteria.
- Enter your password.

« Click “SAVE DETAILS" to

complete and view receipt.

BMO e

Payment Log Details

Status

Confirmation Number
Retumn Date

Rétum Déscription
Payment Amount

Fée Amount

Payment Date

Entry Date

FUTURE Account Number
$45-29-20 ALCouUNnt Name
User Logon
8 AL e
6 Bank Account Number

Transt Routing Number

Bank Name

1545

Chécking

6789

To edit a payment, continue to Step 4: ( NEXT >



Ma ke Payments (Review, Edit Or Cancel Payments, continued)

Topics:
Introduction
Set-Up Access
Manage Account

Make Payments >

Set Up and
Review Payments

STEP 4: Edit the payment
details as desired.

Then:

- Enter your password to confirm
your identity

« Click “SAVE DETAILS” to finalize
your edits

BMO e

HOME EEI%’ %H’ ADMINISTRATION

Review, Edit Or
Cancel Payments

Add a New
Bank Account

More Help

Users will only be able to edit or
cancel payments that have not been
processed yet.

HELP
Edit Payment Log Details
BDM FLOOR INSTALLERS ( 1545)
Statement Balance 40.61 Last posted payment 307.11
Past due amount 1.21 Date posted 8/12/2020
MiInimum payment due 39.40 Current Balance 79.61
Payment Due Date 10/1/2020 Credit Limit 10,000.00
Pay From: *

BDM checking (*6789)

Payment Amount *
Pay minimum amount due (39.40)
Pay current balance (79.61)
@ Pay other amount
4061

Payment Date: * 10/30/2020 |
Payments made after

w [?]Select menu option My Bank Accounts to add new accounts

will be processed the next business day.

< STEP 4

Additional Authentication

Username
bdmfloor

Enter your Online Credit Card Password *

| SAVEDETAILS | Cancel

Next, let’s look at how to Add a New Bank Account: ( NEXT >



Ma na g e ACCO U nt (Add a New Bank Account)

Topics: . .
Users can add a bank account as an available payment option
Introduction by following these simple steps:
Set-Up A O
et-Up Access STEP 1 ey e

Manage Account Log on to Credit Card Online Access

HOME STATEMENTS ADMINISTRATION HELP

Make Payments > Then: ACCOUNTACTMITY
i e > ADD NEV/ EANK ACCOUNT
Set Up and = Click “STATEMENTS” to reveal the My B STEP2 4
Review PaymentS drop down menu You cannot N_E‘I S on If you have any scheduled payments that ars 56T up to Use that bank account. To medify or

delete bank account Infermation, cancel any scheduled payments using that account, modify the account, and then resubmit your payments.

Review, Edit Or - Click “MY BANK ACCOUNTS” to proceed
Cancel Payments

+ Click "ADD NEW BANK ACCOUNT”

United States w

Checking Account at BMO Bank NA. Name on Account:
More He|p Routing Number- 075000051 Address:
@ Account Number

- Selecting “MY BANK ACCOUNTS” will
also reveal any existing account(s)
currently available for payment.

- You will have the option to either
EDIT or DELETE any existing
account(s) by clicking the link of
your choice on the right.

Term:z &Conditlons  FAQ's Privacy Legal Conmtactls

< Home Continue to Step 3:



Ma n a g e ACCO U nt (Add a New Bank Account, continued)

Topics:
STEP 3: Complete the
Introduction required fields. BMO e
Then click “ADD ACCOUNT” to
Set-Up Access save the new account to your HOME ADVRMSTRATION ||| HE2P

payment options.
Manage Account

Make Payments > @

Add New Bank Account

The account number and other -
Set Up and account information should reflect the e ¥
Review Payments - .
. _ details for you bank deposit account. Account Type * Account Currency °
Review, Edit Or — . o -

Cancel Payments

Add a New Personal/Business *
Bank Account personal & Business

More Help Account Number * Routing Number [?]
Account Nickname * Bank Name
Name on Account * Address Line 1 * Address Line 2
cny* State [ Province * Postal Code *
Select v
ADD ACCOUNT Cancel

< Home



More Help

Topics:
Introduction
Set-Up Access
Manage Account
Make Payments

More Help >

Additional help is always
available online.

To access the Help Library:

Log on to Credit Card Online Access

Then:

« Click the HELP tab to reveal the drop
down menu

« Click “LIBRARY” to access the latest
selection of periodically updated
user references

Get in touch with our customer care team
by visiting bmo.com/contact.

©2024 BMO Bank N.A.

BMO 9

HOME STATEMENTS ADMINISTRATION

Library

Name

Registration & User Guide

(D BMO Rewards +

To stay current on the ——
Heee LS TIP o latest updates, check
here periodically

Last Mod|fled

16-12-2020 06:17:52

Online Card Management Administration Guide 19-09-202010:51:43

Thank you for choosing BMO for your
business credit card and banking needs


https://www.bmo.com/en-us/main/contact-us/

