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Change Time Out 
 

1. Click on User Options 
2. Select Change Time Out 
3. Change Time Out to desired time from dropdown menu 
4. Click on Change Time Out 

 

 
 
 
 
 



Establishing Payees 
 

1. Go to Bill Payment  
2. Select Payees 
3. Click on Add Payees 

 
Search Payee Database 
 

1. Enter the requested information in the appropriate box 
2. Click on Add payee to search the electronic database  
*Note – Many of your local companies will not be in the database 
 

 
 

 
If the Search returns an exact match and the payee offers electronic Bill Presentment, you 
will be presented with an E-Bill Set-Up screen. See example on the following page. 
 
 
E-Bills 

1. To establish an e-bill, simply provide the requested information.   
2. If you do not want to receive your bill electronically within Bill Payment and 

Presentment, simply check the box at the bottom of the screen and click continue 



  
If the payee does not offer electronic Bill Presentment that you will receive the 
following confirmation to confirm that your payee has been successfully added. 
 

 



 
If there is more than one possible match for your payee, you can 
 

1. Select the Correct Payee 
2. Try your search again 
3. Add the Payee Manually  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Add Payee Manually 
 
If the system us unable to find an exact match, you will be prompted to enter the 
necessary information to send a payment to your payee.    
 

 
 



Payee List 
 
E-Bill Status – Use to Manage E-Bills by establishing or canceling E-Bills for a 
particular Payee 
Payment Category – (Optional) This column who display the category you assigned 
your payee to.  By assigning payees to a category, you may track payments to a particular 
group of payees. 
Payment Options – Displays status of payment option, such as Manual for one time 
payments or Recurring.  Click on the link for a particular payee to change the Payment 
Option. 
Payee Details – Click here to determine payee profile information, such as billing 
address, account number, payee nickname, or email notifications.   
Payments – This link will display all payments made to this particular payee over the 
past 12 months. 
Bills – This link will allow you to review any electronically presented bills for this payee 
over the past 12 months. 
 

 



 
 
Scheduling Payments 

1. Enter the amount of the payment 
2. Enter in the date you want your payment sent to your payee.  This should be at 

least:  
a. 3 business days prior to the due date for an electronic payment and  
b. 5 business days for a check payment  

3. Click on Make Payment 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Scheduled Payment Confirmation 
 
This screen will appear to confirm that your payment has been successfully scheduled.  
By clicking on the  Payment Outbox, you will  
 
 
 

 
 
 
 
 



Payment Overview  
 
The Payment Overview page is the default start page for Bill Payment and Presentment.  
This page will display any incoming E-bills as well as any scheduled pending payments. 
 
 

 
View Bill 
 



 
Reports 
 

1. View history of payments made 
2. Generate your own customized reports 
3. Download completed transactions to Personal Financial Management Software 
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