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How to Enroll in Online Bill Pay

STEP 1.

To access Bill Pay, select the Bill Pay button on your Dashboard or select the Bill Pay button 
on the left-hand side of the screen.

STEP 2.

A pop-up window will allow you to choose to sign up for online bill pay. Select the Enroll button 
and then click Continue.
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STEP 4.

You can use the Search bar to look for frequently used payees or you can select the 
Add button to add ones you cannot find.

Step 3. 
You will automaAcally be taken to the screen where you can add payees. Click Con-nue when you’re ready to proceed. 

 Note: a payee is a company or person to whom you wish to send a payment. 
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STEP 5.

For popular payees, a screen will open that asks for you to submit details regarding your 
account with that company:

If the payee is not in our system and you must add the payee yourself, it will ask you to 
provide their information:
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Step 6. 
Once the payee has been added to your account, you will be taken to the Payments screen. From here you can schedule 
payments, view pending payments, and see your payment history. 
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Once the payee has been added to your account, you will be taken to the Payments 
screen. From here you can schedule payments, view pending payments, and see your 
payment history.

To see how a payment will be sent, please log in to the web version of Online Banking 
and review your payees located under the Payees tab. 

NOTE:

NOTE: Not all payees are able to accept electronic payments. For those that cannot, 
you’ll receive a notification when scheduling a payment that a check will instead be 
sent. Because mailed checks rely on postal delivery, they may arrive before or after 
the estimated delivery date. We recommend scheduling payments to these payees 
several days in advance to avoid delays.


