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Managing Payments with Bill Pay Dashboard

STEP 1.

Select the Pay a
Bill button on your
Dashboard.

STEP 2.

From the Bill Pay
screen, you can

view your payment
history, your added
payees, and your
payment calendar.
From this screen you
can also add new
payees, pay a bill, pay
a person, or manage
your payments.
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STEP 3.

If you choose

+ New payee, you
will be asked to select
Company or Person.
Then, it will ask for
you to provide the
information for the
company or person
you would like to pay
(the payee).

STEP 4.

To make a payment
to one of your payees,
select Pay a Bill and
search for the payee
you wish to pay.

Or you can select
Multiple in order to
pay make more than
one payment at a
time.
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STEP 5.

Select the account
you wish to make the
payment from and
enter the amount you
wish to pay.

If you'd like to set up
a recurring payment
or otherwise schedule
a payment, select the
More options button.
From this subsequent
screen you can
designate when a
payment should be
made.

If you would like to
set up a recurring
payment, select
Frequency. This will
allow you to select
how often you would
like the payments to
be sent.
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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.




To see how a payment will be sent, navigate to the Payees tab and the method of
delivery will be listed beside each payee.
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From the next screen
- the Payments tab

- you can click Edit
next to any pending
payment you wish to
adjust.

This brings up the
Edit Payment screen,
where you can adjust
the amount paid, the
payee, the account
from which a payment
is made, or the date of
the payment. You can
also stop the payment
from this screen by
toggling the switch at
the bottom.

IMPORTANT:

l Payments S GifPay Calendar Myaccount  FAQ
Payments
Schedule Pending
© Our goal is to deliver your payment securely and quickly. x
Some payments wil process using a single-use, pre-paid card, which means you wil not recognize card numbers within payment confirmation Payee Amount
communications you receive
sEat
01/30/2025
Review al
Total $10.00
Dispiay - || Catog Searen
View mor
Pay
History
Paytom
Lastpai: 5276.45 on 100072026 v Processed in last 45 days
01/09/2025 ] Payee Amount
Fiectronic kit -
rocess date: 2 Total $0.00
Py tom
v
Lastpai: 5236.50 0n 01232024 v
011142025 ]
— Fiocess date 01082025
Totals [N
Condo Checking $0.00
................. 2

. Payments

Payees

Edit payment

* Required field

Pay to

Pay from *

Confirmation

Amount *

Payment date *

Comment

Memo

Pay aperson  Transfers

Click the Submit button to confirm your changes.

GiftPay

Calendar My account  FAQ

52
$10[00
01/30/2025 ts

Process date: 01/24/2025

Maxdmum characters: 1000) You have | 100) characters left Comments are for personal
use and will not be seen by the payee

Maximum characters: 25

1 would like to stop this payment



