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What is Online Bill Pay? 
 
Online bill pay allows you to pay virtually anyone or any 
company through your online banking account. You 
determine who you want to pay, when you want to make the 
payment, and the account you want the payment to come 
from.  

 
 

What are the benefits of Online Bill Pay? 
 
Online bill pay saves you time and money versus sending payments through the mail.  
 
Save time ς It takes only minutes to pay your bills each month. You save time on trips to the post office 
and writing checks. Features such as recurring payments allow you to set up a schedule to pay your bills 
automatically.  
 
Save money ς Online bill pay saves you money on postage, late fees, and checks. Customers save on 
average $145* per year. 
 
Stay organized ς Your paymeƴǘ ƘƛǎǘƻǊȅ ƛǎ ǎǘƻǊŜŘ ƻƴƭƛƴŜ ǎƻ ȅƻǳ ǿƻƴΩǘ ƘŀǾŜ ǘƻ ŦƛƭŜ ŀƴŘ ǎƻǊǘ ǘƘǊƻǳƎƘ ǇŀǇŜǊ 
receipts.   
 
Gain peace of mind ς ̧ ƻǳ Ŏŀƴ ǎŎƘŜŘǳƭŜ ǇŀȅƳŜƴǘǎ ƛƴ ŀŘǾŀƴŎŜ ǎƻ ȅƻǳ ǿƻƴΩǘ ƘŀǾŜ ǘƻ ǿƻǊǊȅ ŀōƻǳǘ ǇŀȅƛƴƎ 
bills when you travel. Bill pay reminders are also available that noǘƛŦȅ ȅƻǳ ƛǘΩǎ ǘƛƳŜ ǘƻ Ǉŀȅ ȅƻǳǊ ōƛƭƭΦ 
 
Helps the environment & saves paper - ǘƘŜǊŜ ŀǊŜ ƴƻ ŎƘŜŎƪǎ ǘƻ ǿǊƛǘŜ ƻǊ ŜƴǾŜƭƻǇŜǎ ǘƻ ƳŀƛƭΦ tƭǳǎΣ ȅƻǳΩƭƭ Řƻ 
your part to ease emissions from transporting your bill from your home to your biller. 
 
 
*Based on average postage, late fees, and interest paid per year 
 
 
 
 
 
 
 
*Based on average postage, late fees, and interest paid per year 
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How to Make a Payment  
 
 
You can make single or recurring payments using online bill pay. 
 

 Single payments are payments that are made one time only. 
 

 Recurring payments are payments that are made regularly such as weekly, monthly, etc. for the 
same amount, such as mortgage payments or subscription services. 

 

 
To make a single payment: 
 

1. Dƻ ǘƻ ǘƘŜ άtŀȅƳŜƴǘǎέ ǘŀō ƻƴ ǘƘŜ ƴŀǾƛƎŀǘƛƻƴ ōŀǊ ŀƴŘ ǎŜƭŜŎǘ ά{ƛƴƎƭŜ tŀȅƳŜƴǘέ 
2. Select the payee you wish to pay 
3. Select the pay from account (if applicable), enter the amount to pay and process date 
4. /ƭƛŎƪ άbŜȄǘέ ǘƻ ǊŜǾƛŜǿ 
5. Click ά{ǳōƳƛǘ PaȅƳŜƴǘέΦ ¸ƻǳǊ ǇŀȅƳŜƴǘ ǿƛƭƭ ōŜ ǇǊƻŎŜǎǎŜŘ on the date indicated 
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Make a recurring payment 
 

1. Dƻ ǘƻ ǘƘŜ άtŀȅƳŜƴǘǎέ ǘŀō ƻƴ ǘƘŜ ƴŀǾƛƎŀǘƛƻƴ ōŀǊ ŀƴŘ ǎŜƭŜŎǘ άwŜŎǳǊǊƛƴƎ tŀȅƳŜƴǘέ 
2. Select the payee you wish to pay 
3. Select the pay from account (if applicable), the amount you want to pay, how much,  how often 

to pay, and whetƘŜǊ ǘƻ Ǉŀȅ ΨōŜŦƻǊŜΩ ƻǊ ΨŀŦǘŜǊΩ ƛŦ ǇŀȅƳŜƴǘ ǿere to occur on a non-processing day 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4. /ƭƛŎƪ άbŜȄǘέ ǘƻ ǊŜǾƛŜǿ 
5. /ƭƛŎƪ ά{ǳōƳƛǘ tŀȅƳŜƴǘέΦ ¸ƻǳǊ first payment will be processed on the date indicated 
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Payment History Prior to Bill Pay Upgrade Date  
 
In addition to the standard 18 months of payment history storage, you will also be able to view your 
payment history prior to the date you converted to this online bill pay system. 
 

The payment history prior to your conversion date will be displayed on a screen similar to this.  You may 
export this data to a CSV file or PDF file, as well as print the data for your records. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 6 

 
How to Add a Payee  
 
You can add a company payee, such as your cell phone or insurance provider, or an individual payee, 
such as your electrician or friend. 
 

Adding a company payee 
 

1. Dƻ ǘƻ ǘƘŜ άtŀȅŜŜǎέ ǘŀō ƻƴ ǘƘŜ ƴŀǾƛƎŀǘƛƻƴ ōŀǊ ŀƴŘ ǎŜƭŜŎǘ ά!ŘŘ ŀ tŀȅŜŜέ 
2. {ŜƭŜŎǘ ά!ŘŘ ŀ .ƛƭƭέ 
3. {ŜƭŜŎǘ ά/ƻƳǇŀƴȅέ ŀǎ ǘƘŜ ǘȅǇŜ ƻŦ ǇŀȅŜŜ ǘƻ ŀŘŘ 

 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 

4. You will automatically move to the ά!ŘŘ ŀ .ƛƭƭέ screen. Add the name of the company you would 
like to pay, your ǇŀȅŜŜΩǎ ŀŎŎƻǳƴǘ ƴǳƳōŜǊΣ ǘƘŜ ǇŀȅŜŜΩǎ ǇƘƻƴŜ ƴǳƳōŜǊ ŀƴŘ ǇŀȅŜŜΩǎ ȊƛǇ ŎƻŘŜΦ ¸ƻǳ 
Ŏŀƴ ŦƛƴŘ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ȅƻǳǊ Ƴƻǎǘ ǊŜŎŜƴǘ ǇŀǇŜǊ ōƛƭƭΦ /ƭƛŎƪ άbŜȄǘέΦ 

 

 


