ONLINE BILL PAY

Basics Tutorial Guide
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It's Easy to Get Started with Online Bill Pay

When logging into bill pay, you will see the following choices across the top of your screen.

I Payments Payees Pay a person Transfers GiftPay Calendar My account Help

Welcome Web Dem

Payments

Payees
What is a payee?

A payee is the issuer of a bill that is due to be paid by you.
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How do | add a payee?

Clicking “Add payee” at the top of the payments page will walk you through a

one-time, step-by-step setup process to gather key information used to send your
payments. Please see the steps below:

Payments
Schedula Pend
U
A
Pay al wdCross  $60000
Total:
encan £
History
2020 d;_ ——
0
GMAC o s - Che A 200 (
2hp 4 w0y Mory 000
Ce $5001
RINT
.'i__ F $ ra N 3 SamhlousoMason 0 S0
' Totad: §2 125 00

®e0COC0O0O0O0O0O

Step 1. Grab one of your bills. On the home page, select “Add Payee.”
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e — S

Add payee

| meed I g
[ ® Pay a company (&g credt card, ubimes or cable ]
O Pay a pérson (e g nend or relative)
Search or select from : ,11

frequently used payees

O BESTBUY COMPANYHR SUSA

O CAPITAL ONE

O CHASE HOME FINANCE

) CHASE MASTERCARD AND VISA

O CITIGARDS

" DIRECTV

© LOWES

' U S BANK ELAN FINANCAL SERVICES BUSINESS CARD

- [

(o} NONONONONONONONE

Step 2. Select “Pay a company.” Then select “Next.”

Vrnicarse Wet Dema PRTERESHUTNRS TR COT LA BgE 37 4% PW o L0MQWT LAt 1)
W Semapges (0) @ Yiw demg

Add payee

Whao are you trying to pay?

Payee name * Acvanced Pool Serices
Payoe account numbes * 44445792

Confrrn account number * RS-

Payee zip code * o1

[efeN JeRoRoloNoRoNel
Step 3. Enter the information for the company in the provided fields, then select “Next.”
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Add payee

Need more information about Advanced Pool

Payse name

Payss sceount numbes

Chapter 1: Pay a Bill

Seraces

Adidress yau use lo send payments 1o Advanced Pool Sevaces

Address ¢

Datadt pay fram *

Categary

Name om bt

Payments

Schedule

Dusplay = || Calegery =

B Advanced Pool Services ==
Advancad Pool Serdcs

B Cable Bill =

B Car Loan 2451

Car Loan Comgpany
Last paid S350 00 o 022020

Pay ¥om

Pramary Checkng '

Pramary Checking |

B Pay by cand

Prmary Checking 'v| | §

AGVENCHD Pool SHvioH

adaanTez

[oeRo) JORGRONORONO]

Step 4. Fill out the additional fields and select “Next.”

Amount Faymant dats
$ 030372020 m
Dotver By 03052020
s 030372020 =

Dot By

Co00CC@CO00O0

Pending
Hayes

Amencan Express

Fred Andrew Nelson

Red Cross

Day Care
Christmas Account

Mortgage

$1.000.00 03042020 Ede
$50 00 03082020 Edi
$500.00 030672020  Ede
Total: $1,550 00
$500 00 03042020 View
$200 00 03032020  Wies
$1,200.00 03032020 View

Step 5. Your new payee will be listed on your home page. That means you can make a

payment right away or schedule one for a future date.
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Schedule

Dapiiry v || Compony =

Advanced Post Service

GMAC

Cellular One ~

[ONoRoROO) RONORONC]

Pending

Step 6. Choose the account you want to pay from. Enter the amount and payment date, then

select “Pay.”

What are payee categories?

Categories allow you to group your payees for customized listings, whether you're
scheduling payments, viewing pending transactions or researching your transaction

history.

You can manage your categories under my account and assign a payee to a category
when adding or editing them.

Can | make payments on a holiday or weekend?

No. Holidays and weekends are designated as ineligible for payment processing and
will affect the dates available to select when scheduling your payments.
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How do check memos work?

Memos are available for use when there is additional information about the payment
you need to disclose. (Example: adding “apply extra payment to principal” on a
mortgage payment)

How do | set up recurring payments?

To set up a recurring payment, click the “make it recurring” link located in the “Action”
column of your payee on the payment page. Enter the amount; select the pay from
account and the frequency you want your payments to be automatically scheduled.

Can | see payments that will process more than 45 days from
now?

Yes. You can view all your scheduled payments by clicking the “View more” link
located in the "Pending” section of your payment page or the “"View pending
transactions” link available below the schedule payment section of your payment

page.

Is there a cutoff date for editing or stopping a payment?

Yes. You may edit or stop a payment prior to 2:00 PM EST on the date the payment is
scheduled to process.
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What is my transaction history?

Your transaction history helps you keep track of your payments with customized
reports and providing a detailed timeline of each transaction that you have scheduled
within bill pay.

How long are records stored in my transaction history?

Your transaction history will allow you to report transactions up to 18 months from the
current date.

Why is there a limit on the number of payees | can pay at one
time?

A payee limit is set to ensure your payments are processed as efficiently as possible.

How are my payments processed?

Payments may process electronically or by check. Electronic payments will either
process through ACH or by a virtual card. The goal is to deliver your payment
securely, using the fastest method available for your payee.
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What is a virtual card?

A virtual card is a single-use, pre-paid card. Because the card is single-use, you will
not recognize card numbers in payment confirmations you may receive from payees.

Is this a card in my name?

No. The only information associated with the card is: card number, expiration date,
and card processor name.

Who issues the card and is it secure?

Payments are made securely by Visa, Mastercard, or Discover. The single-use cards
are not tied to your account. The card processors only receive information that is
required to make your payment and do not have access to your account information.

Why does my payment look like it came from somewhere else?

Your payees establish relationships to receive electronic payments through different
payment processors. These processors partner with one another so more payments
can be sent electronically. This means your payment gets there faster.
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Will my payment always process the same way?

Not necessarily. If your payee establishes new electronic payment relationships or
discontinues them, your payment processing method may be impacted. A check
payment may start processing electronically, or vice versa depending on the payee.

Do virtual card payments cost me anything?

No, you should not be charged fees for use of a virtual card. If you feel you were
charged, please contact support to research the fee.

eBills

What is an eBill?

eBills present due dates and amounts from your billing statement to alert you when
it's time to schedule payments.

How do I set up an eBill?

Your payee must have a website available to view your bill online to be eligible for
eBills. If your payee is eligible for eBills in bill pay you will need to provide the
credentials to access the bill information for that payee.
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Payments
Schedule - Biller connect
Displar~ | Category~ S
Pending
et - |
Payta Pay from Amount Payment date Actons Payes
B American Express 4% Armesicaan Fxpress $1,000 00 0XDV2020  Edi
ARERICAN EXPRESS Primary Chet .'5675 - |s Fred Andrew Nelson $50.00 03052020  Edt
Red Cross $500.00 03052020  Edit
P Total: §1 550 00
Car Loan ™
SMAL Primary Ches "5576 v $
History

®@CCO

Step 1. On your home page, when a payee is eligible and accepts eBill, it will appear under
Biller connect. Select “Set up eBill” to complete setup.

Transfers

Transfers

Accounts Transfer accounts
Hobby Account ‘ SEdI ‘
=
From To Amount Date Actions Primary Checking ‘ 4 Edit ‘
€ From —
R . C Make it I
‘ Select from acc v‘ ‘ Select to accot v‘ |$3:Ju ‘ |le:DD«YYYY | ‘ @A:dec;mr?:;:‘"g Secondary Checking ‘ O ‘
& From N

+ Add transfer entry
= -

‘ X View pending H O View history |
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What are transfers?

Transfers are electronic transactions that move money from one deposit account
to another.

Can | transfer funds to accounts at another financial institution?

Yes. Click ‘Add account’ under Transfers to begin the account setup process.

Once the setup process is complete, you can schedule transactions to move funds
from your financial institution to an account at another financial institution.

Pay From Account

Can | add another pay from account?

A pay from account can be added by accessing “My account” and clicking the “Add
account” link located in the pay from account section.

How do | edit pay from account information?

A pay from account can be edited by accessing “My account”, clicking the "View
account” link and clicking “Edit” next to the pay from account.
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Message Center

What is my Message center, and how does it work?

The Message center is a location within bill pay where communication regarding your
account or payments can be shared securely.

How long are my messages stored?

Messages are retained for 180 days from the date the message was received or sent
and will be systematically deleted after that time elapses.

Challenge Phrases

What are challenge phrases?

Challenge phrases are questions and responses known only by you to secure access
to sensitive account and payment information.

Can | change my challenge phrases?

Yes. You may add or remove challenge phrases at any time from “My account” within
the “Security information” section of the page.
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Payments Payees Pay a person Transfers GiftPay Calendar My account Help

Welcome Web Demo | -siiammm—icossesnisspuee>  Last login: 02:46 PM on 05/18/2022 @ Log out

&= Messages (0) | @ Help
Pay a person

Send the money by: Email (Electronic)

Recipient provides routing and account number; paid within 1-2 business days.

Direct deposit (Electronic)

Requires routing and account number; paid within 1-2 business days.

Check
Mailed and paid within 56-7 business days.

Vieicsee Wt DRmo  SeTEMESIUTNEER YIS COT  Leat Bge 3749 FW ae Soowguy
W Mamasges 0

Pay a person

Send the money by @ Emad or text message (Electronic

Reciprent provides roubing and account rumber. pad within 1 ness da

) Direct deposit (Electronic)

O Check

Measilesd ek pascl withun 5-7 bussine: 1y

o} _NeleojojololoNel

Step 2. Choose how you would like to send money and select “Next.” In this demo, we’ll
choose “Email or text message (Electronic).”
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Chapter 2: Pay a Person

Who are you paying?

Payee first name *

ViziDie in 31 COMESPINdENCE Wih e payee
Payee last name *

Vimble i sl conesporsdence wilh e payes

Send noliic 3on 10 payee by * O rext ( )

O Email

Payee phone number
Payee nickname *
Defaut pay from *

Primary Checking -

Casegory Unassigned o

Add new category

-

CCe0O0O0000

Step 3. Fill in the payee information, including their mobile phone number or email address,
payee nickname and default pay from account. Then select “Next.”

= Learn how to:

Chapter 2: Pay a Person

Weici Wen Demo  SETRMGE MGG e by 0344 5 o
=

Add payee
Create a keyword for Abby

The Keyword is a password you create for Abby They wil use this password when accesssing our secure website 1o submit accoun! information. Be sure 1o share the leyword with Abby right away

Keyword *

Conhrm keyword =

Abby sccess will be locked afler 3 failed logn alempls

Back

CoC@CO0C0O0

Step 4. Create a keyword for your payee, then select “Next.” Share this keyword with your
payee as soon as possible.
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= Learn how to: Chapter 2: Pay a Person

Add payee

First time payee activation for Abby

For security purpases, a one-fime acfivation core i roquired before being able 1o schedule payments fo this payee

Debvery method for actvation code ™ O Home phone: (55%) 5¢

O Mobile phone: (555) &
O Text message 2700005968

O Prmary emal: demoaccount@ipayrmybils.com

Back

O0C00O@0O000

Step 5. For security purposes, a one-time activation code is required before you can send
money to your new payee. Choose your preferred delivery method and select “Next.”

= Learn how to:

Chapter 2: Pay a Person

Vieksrs Web Demo  deoaccauni@eayrphin com  Lest bge: 8743 M on SUAOWY W Logod

W Msames Q) Yewden

Add payee
First time payee activation for Abby
Your Sclivabion code & beng sent 10 demoaccourtgipaymybils com

Enter activation code *

Ciick here to resend code

COCO0O®@CCO

Step 6. Retrieve and enter your activation code. Select “Submit.”
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I — —
Payments
Schedule - Pending
Processing in next 451
—
Payee
Display « Category ~ Pe s nickna Search o Ewmss
Fred Andrew Nelson
R cus
Paylo Pay from Amount Payment date Actions
& Abby Smith )
History
ABBY SMITH 1
Ce e | Primary Chec.."5676 | |$ 12192019 ) Pay
Deiver by e Processed in last 45 d
122012018 e e e
B Car Loan 467 Day Care
il Primary Chec. "5676 v| | $o0 12192019 7 Pay inisaies Lok
Deliver by Make [t recuring Mortgage

121202019

Add comment

Oo00O0CCO@00
Step 7. Your new payee should now appear on your home page, which allows you to send
money to them. Please note, the money will not be sent until the payee finishes their part of
the setup process.

Bob Smith
To: Abby Smith
Receive payment(s) from Bob Smith

Today at 9:42 AM

ABBY SMITH,

Bob Smith wants to make a payment to you using online bill pay. A keyword will be provided to you by Bob Smith. Click
on the link below (or copy and paste the link into your browser) to enter the keyword you were provided.

hitps://www.billpaysite.com/RecipientSite/Home/Index/wX4GJudnécy

Once you have entered the keyword, you will need to enter the account number where payments from Bob Smith will
be deposited. Your account information is never shared with Bob Smith.

If you do not have or do not remember the keyword, please contact Bob Smith.
You will be notified via email when Bob Smith sends a payment to you.

Regards,
Online Bill Pay Customer Service

O0000O0CCeO0

Step 8. When you complete the setup process on your end, the payee will receive an email
that contains a link to the secure setup site.
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Stop Payments

How can | place a stop payment on a check?

You may place a stop pay on a check that has not cleared.

Step 1. Click on Payments and then Pending for payments that have not yet paid out or
History for payments that have been sent out.

Step 2. After locating the payment, click on View More.
Step 3. Scroll to the bottom of this page.

Step 4. If the check has not cleared, you will see the option “l would like to stop this
payment” and click Submit.

[Maximum characters: 1000) You have | 1001 characters left. Comments are for personal use and will not
be seen by the payee

(Maximum characters: 25)

| would like to stop this payment

Step 5. If payment was successfully stopped, you will receive confirmation.

idit payment confirmation

v Payment successfully stopped

Note: If you need assistance with a stop payment, please contact your credit union.
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