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Paying your business bills online can help streamline your accounts payable process. Through Business Online Bill Pay,
you can make one-time payments, set up automatic payments, receive bills online, send detailed invoice information with
your payments and more. Below are the menu tabs available in Bill Pay:

e Payment Center: Make payments to a person or company.
e Add aBill: Quickly add a person or company to pay a bill.
e Bill History: View, print or download bill history.

e Manage My Bills: Add or change bill options.

Add a Biller

The Payment Center is the Bill Pay home screen. To pay bills online, simply add the companies and people you want to
pay. Even if you don't receive bills from the company or person you want to pay, you can still add their information.

After you add the company or person to pay, the information appears in the Pay Bills section of the Payment Center. The
company or person remains in your list of billers until you delete the biller.

Task 1: Add a Bill for a Company or a Person

Step 1: Click Bill Pay and select Pay Bill.

BILL PAY PAYMENTS TRANSFERS

BILL PAY

BILL PAY

@ Pay Bill

New users will be directed to the Welcome to Online Bill Pay screen initially to get started.

DeollarBank: :
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Welcome to Online Bill Pay!

Why should | pay online? New Features
Paying your business bills online can help make your accounts More control over your accounts payable process. The
payable process more efficient and organized Payment Center brings all the critical payment tasks to one
central location to save you time and keep you organized
You can:
Faster payments. The dynamic calendar shows you the
+ make one-time payments. earliest date the biller can receive your payment. Many
+ set up automatic payments for repeating bills payments can be made by the next day.
= get bills delivered to you online
« send detailed invoice information with your A simplified user interface. We've made it easier to receive
payments. and pay e-bills, set up automatic payments and reminders,

sign up for email notifications, and more!
Click Get Started to begin paying your business bills online
today.

Get Started

[E] security & Privacy Terms & Conditions
Copyright ® 2021, Dollar Bank, Federal Savings Bank. All rights reserved.

Then, you will be directed to the Payment Center.

Step 2: Click Add a Bill.

BILL PAY PAYMENTS TRANSFERS FRAUD CONTROL CHECK SERVICES REPORTS

Payment Center Add a Bill Bill History Manage My Bills

Welcome John Smith
Thursday, July 22, 2021 %

Payment Center

Pay Bills E—
il Reminders Joe
Pay From | *8641 v

Preferred Account You can set up reminders to help you track
when your bills are due. We alert you of any
Add/Manage Groups electronic versions of your bills you've set up
too.
[-] Unassigned Billers
Features |Biller Name Amount Pay Date )
i Set Up Reminders
Celestial Inc $ | H:}

|
e | — 4

Step 3: Selected Company or Person as needed, and click Continue.

DeollarBank: ;
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Add a Bill

Quick Add a Company or Person to Pay e

To start making payments, select the type of bill you want to add, and click Continue. More about who | can pay...

Who do you want to pay? @ company
O Person

%m

Terms & Conditions

[£] security & Privacy

Copyright © 2021, Dollar Bank, Federal Savings Bank_ All rights reserved.

Step 4: In Biller Name, type the name of the company you want to add. Then, click Search.

Add a Bill
Quick Add a Company or Person to Pay (2]
To start making payments, select the type of bill you want to add, and click Continue. More about who | can pay...

Who do you want to pay? @ Company

Person

Search

To find the company you want to add, enter the information and click Search. We’ll try to find an address match for you

Biller Name [John Bill |
As it appears on bill

If you prefer, you can enter all the information for your bill.

Terms & Conditions

m Security & Privacy
Copyright © 2021, Dollar Bank, Federal Savings Bank. All rights reserved.

e If amatch is found, the Add Information for a Company screen is displayed.

e If more than one match found, the Select a Company screen is displayed. Select the desired
company to add and click Continue.

e If no match found, the Add Additional Information screen is displayed. Enter the biller address
and phone number.

Step 5: In this example, a match is not found and the Add Additional Information screen is displayed.

DeollarBank: :
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Add a Bill
Add Additional Information (2]

We did not find a match for John Bill. Please enter the information for the company you want to pay. Your account information must be
accurate to ensure that your payment is credited on time and to the correct account. This information may appear on a bill or invoice
you've received. You can also search for another company.

Asterisks (*) indicate required information

* Biller Name John Bill ]

Nickname‘ ‘
What should | type?

* Account Number | |
What if | don't have an account number?

* Confirm Account Number‘ ‘

* Biller Address 1| |

Where you would mail payments

Biller Address 2‘ ‘

* Biller City / State| |[ State v
*BillerzIPCode|  |-| |
XXXXX-XXXX
’- N

* Biller Phone Number (
(XHX)KHR-XXXX

[ Aga g ] cancei|

Enter the required fields as marked by an asterisk (*). Click Add Bill.

Step 6: The Company Added message will appear.

e Click Add Another Bill to add another company or person.
e Click Finished to return to Payment Center screen.

Add a Bill
Company Added

You've just added John Bill to Small Business Bill Pay, and we've saved your information

Add Another Bill | Finished |

NOTE: The difference between adding a company or a person is in the Add Additional Information
field details. All other steps are similar.

Below is the Add Additional Information screen for a Person. You can search by phone number and the

system searches publicly for available phone listings for a name and address. If matched, you
will see the name and address.

DeollarBank: :
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Add a Bill

Quick Add a Company or Person to Pay @

To start making payments, select the type of bill you want to add, and click Continue. More about who | can pa

Who do you want to pay? Company

(® Person

Search

To find the person you want to add, enter the phone number and click Search. We'll search publicly available phone listings and
try to find a name and address match for you. More about phone search. ..

Phone Number ( )| ] I ]

of person you want to pay
(one)oo-20000

If you prefer, you can enter all the information for your bill.

[E] security & privacy Terms & Conditions
Copyright ® 2021, Dollar Bank, Federal Savings Bank. All rights reserved.

If no match is found, the Add Additional Information screen will appear.

Add a Bill

Add Additional Information e

‘We did not find a match for 839-273-2365. Please enter the information for the person you want to pay. Your account information must
be accurate to ensure that your payment is credited on time and to the correct account. This information may appear on a bill or invoice
you've received. You can also search for another person

Asterisks (*) indicate required information.

* First and Last Name [ ]
Nil:kname‘ ‘
What should | type?
* Address 1| |
Where you would mail paymants

Address 2‘ ‘

* City [ State| | State -

*ZPCodel [ |

AAXXX-XXXX

* Phone Number (839 |} -[278 | -[2365
(XHXJHAX-XXKX

[ Ada g ] cancei|

Step 7: If the biller offers eBills, you will be prompted to sign up. If you do not wish to sign up for an eBill at that
time, you can set it up anytime from the Manage Bills screen or the eBills icon next to the biller name.

DeollarBank: :
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You've just added Test Biller 1to CheckFree Small Business, and we've saved your information. For security reasons, we'll send
an email confirmation to samra.shy@fiserv.com.

Payments to this biller are automatically categorized as Miscellaneous in Bill History. To change this category, go to Manage Bills
to update the biller's information.

You can sign up to receive an electronic version of your bill through CheckFree Small Business. To learn more, you can view our

demo.
TestBiller 1 We can send payments electronically to this biller, which
*gloss makes the delivery of your payments faster.

Address on File

Sian up for an electronic version of your bill.

Click Add Another Bill to add another company or person to pay, or click Finished to go to the Payment Center and pay your bills

Add Another Bill | Finished |

Click Sign up for an electronic version or your bill and the Add a Biller screen will appear.

«at0 your [ndox
#egin roceiving your bills alectranically teday!

T2 340 27 SOTONT VETROT O yIur ML WO JOU LT Vi M e Prymett Canmr. s e mioreaton eron by CHICAGD TRIEUNE a7 niod Add Fextune

Erm $cge @ with cp 200000019 Wershanss o 103!, atandard peywe 4, bller proc certer 4

The biller-requested
information is required for
*hecount Nunber 1210712 <«—— successful activation.

A3mrsks 7 Aicate WM normator

1 MOSERS 35 MG YOur O it 196 PRyt Coraps, 0050 trng ) fle DR ETebE. you T BOivE 3 DT S0 AL SIION mth JUTERY SISHTINCA ot S e Brttcar
Dot ind Sut Mt

Sord my e dd Sl Gitend aang HTWL el Wihnpt

MDY T e e It

L agury me Oy

ERL NTE0 THE 10N DF ATives
Enail Aeress Loarla pheips@fsery com

You 03n sand my aomad 3odimis 15 INg bl

Tha *3ma 3040 300054 10w SPI0E MITER T 075 TG0TE 107 TAa NAMG 4 TR BOOMAT IAT the BIERIE VAR 1A bR/ & POv TG 1rv e SN 3y DAINges
TESRINNY 10 TED e £ioaTeice on your bR

* Firat lama/licddle Ladisl Karla
" Last Rame Tgstarcount
* Address 1 11275 Biat Blvd
Address 2
" Phoenix

* tuh@P Cede A7 - Anzona v (85001 1275

Add Feanurn | Cancel |

Once you have filled out the required information and clicked Add Feature, a message appears
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letting you know the request has been submitted. Click Finish.

Step 8: If interested, biller grouping allows you to categorize billers into groups.

Payment Center

M

You can pay these bills from the following account.
Pay From | Mindi's Checking "62387
Preferred Account
Adda Card Manage Cards
AddManage Groups
[#] Major Credit Cards
[[1 utilities
Features  Biller Name = Amount Pay Dats
AT Canvon Lake Water Supply |
up Camo s I
e=T :.;E«-BBU?tllltl&s - Springfield 5 | @
I-] Unassigned Billers
Featurss Biller Name i Amount Pay Dats
GET Chicago Tribung %
BB Spsa1a | B
P MD-AMERICAN HEATING & AIR T | L
— COND !
A Sunshine Daycare 5 | %
AUTo
8 g
(B0 (aw) TestBMlert =
~|ason
GETY Test Biller 1 T
BiLL E— | @
Bl Test Biller 1€ |
BUE)  “reess ¢ | B
1|  TestBiller 10 5 | B
=11111
BiLL Test Biller 4
bue R § T =
BILL Test Biller 7 5
) Test | B
Make Payments

Click Add/Manage Group.

Enter a Group Name, then click Add.

Next to the biller there is a drop-down list to change the group.

Once changed, return to the Payment Center to see the updates reflected.

DeollarBank: ;
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ﬁ' \dd a Group and Manage Qroups

Group Name Add Group |

Retumn to Pavment Center
Show uttes Eename Group Delsie Groug ‘

Canyon Lake Water Supply

Change Gioup v

o271

City Utilitie s - Springfield o

Usiiliss _ <

= A o Change Grou ‘

American Express Unassigned Billors
Vais Fenonal Ca =

:T;S:::Bnl BeliSouth Change Group =
Chicage Trbune e Grot

=iy Change Group v
1D -AMERICAN HEATING & AIR COND Change Group R
Sunshine Daycare Change Group <
TastBNae 3 Change Group v
Jasor's phone il

“jeson

TestBiller 10 > e G

S Change Group »

Ruturn) (o Payment Ceniet |

Making Bill Payments

From the Payment Center you can make a payment to the billers. Also, there are quick links to Set Up Bill Reminders,
View All Unapproved Payments and View Bill Payments.

Task 2: Make Payments to a Biller

Step 1: Click Bill Pay and select Pay Bill.

BILL PAY PAYMENTS TRANSFERS

BILL PAY

BILL PAY

® Pay Bill

In the Payment Center you can manage biller groups, sort your biller list, sign up for and view eBills or
make a payment.

DeollarBank: ;



BUSINESS ONLINE BANKING o

USER GUIDE -«

BILL PAYMENTS

BILL PAY PAYMENTS TRANSFERS FRAUD CONTROL CHECK SERVICES REPORTS
Payment Center Add a Bill Bill History Manage My Bills
Welcome John Smith
Wednesday, July 21, 2021
Payment Center
Pay Bills — =
Sil Remincers EEE
Pay From | *8641 v
Preferred Account You can set up reminders fo help you track
when your bills are due. We alert you of any
AddiManage Groups electronic versions of your bills you've set up
— too
[-] Unassigned Billers
Features | Biller Name Amount Pay Date Set Up Reminders
Celestial Inc s | N ||:|
Iconic Inc
#1231 s | | [ H:l s - — 4
Pending | Unapproved Jga
Make Payments You have no unapproved payments for the last
45 days at this time.
To view unapproved payments that are older
than this, click the View All Unapproved
Payments link
View All Unapproved Payments
Recent Payments Haa
Biller Amount Pay Date
Total: $0.00
View Bill History

[E] security & Privacy

Terms & Conditions

Copyright © 2021, Dollar Bank, Federal Savings Bank. All rights reserved.

NOTE: If you want to pay a biller that is not currently listed, you need to add the biller. Click Add a Bill to
go to the Quick Add a Company or Person to Pay screen.

Step 2: Enter the details in payment widget for your desired biller.

From drop-down, select the account from which payment will be processed.
Enter the Amount.

Enter the Pay Date manually or select from the calendar.

Click Make Payments.

DellarBank

10
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Payment Center
Pay Bills

Pay From o

Preferred Account—== k

Select the Pay
From Account
using dropdown Enter or Select
Pay Date

Add/Manage Groups 1

[-] Unassigned Billers
Features | Biller Name Amount r"Payr Date

Celestial Inc 5 | ‘ | | L]

lfg;iclnc e Paiiart $| H H:I

Amount [ Click ]

o I Make Payments

Step 3: The Review Payments screen shows the total amount for all payments you’d like to make.

¢ In Memo, type additional information as needed to send with the payment (up to 34 characters).

e In Check No., type a reference number for this payment.
If it is an electronic payment, the check number is replaced by a transaction number.

Pay Bills
Review Payments

You're making payments for the following bills. Please review the information and click Submit Payments

Unassigned Billers

Biller Name Account Amount Pay Date
Celestial Inc 8641 $3.33  07/26/2021 Memo |Bi|l Payment stationary
Check Number:  [1211
Total: $3.33

Submit Payments | Make Changes

Terms & Conditions

E Security & Privacy

Copynght © 2021, Dollar Bank, Federal Savings Bank_All nghts reserved.

e  Click Submit Payments. The Payment Confirmation screen displays the confirmation numbers
automatically assigned to each of the payments.

Step 4: Click Note to add a description of the payment (up to 256 characters).
The Note isn't sent with the payment. To view the note, go to Bill History.

To print the payment confirmation click Print. Click Finished to return to the Payment Center.
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Pay Bills
Payment Confirmation 2]
You've paid the following bills. If you want to keep any additional information on file with the bill, click the Note link
Unassigned Billers
Biller Name Account | Amount | Pay Date Confirmation
Celestial Inc *8641 $3.33 07/26/2021 RRWYR-LTF1T  Bill Payment stat ionary Note
Check Number: 1211
Total: $3.33

[£}] security & Privacy Terms & Conditions

Copyright © 2021, Dollar Bank, Federal Savings Bank. All rights reserved.

Bill History

Task 3: Search Bill History of Payments

In Bill History, you can search all payments and bills for the past 18 months.

Step 1: Click Bill Pay and select Pay Bill. Then, click Bill History.

BILL PAY PAYMENTS TRANSFERS FRAUD CONTROL CHECK SERVICES REPORTS
Payment Center AddaBill Bill History Manage My Bills
L 1
Welcome John Smith
Thursday, July 22, 2021 N

Step 2: The View Payments and Bill screen will display the following: Biller Name, Account, Amount, Pay Date,
Status, Initiated By and Action. Statuses can be Pending, Unapproved, Paid, Canceled, Unpaid and Filed.

Step 3: To view payments and bills for a different date range, select the desired option in Current View. Options
are: Past 30 days and future, Past 60 days and future, Past 90 days and future, Past 180 days and future,
Past 12 months and future, Past 18 months and future and Specific date range.

Use Additional Options to search for specific payments. Options are Biller name, Category, Payment
status, Account number and Initiated By.

When ready, click Go.
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ACCOUNTS BILL PAY PAYMENTS TRANSFERS FRAUD CONTROL CHECK SERVICES REPORTS FILE SER

Payment Center Add aBill Bill History Manage My Bills

Bill History
View Payments and Bills

All Payments | Unapproved Payments—

To view payments and bills for a different date range, select an option in Current View. Use Additional Options to search for m
specific payments.

Additional Options

Current View| Past 60 days and future v
Step 3 -
tep Al Show |Biller Name ~
For [lconic Inc *1231 + |[f28

How do | sort, search,_or cateqorize?
Payments 1 -1 of 1 <<First <Prev 1 Next> Last>> [ gion 4

A
P

Status

Biller Name :
Category Account Amount Pay Date Initiated By Action Y
Iconic Inc 8641 $12.00 07/26/2021 Pending View Detail
o0t308peud768xdq

Uncategorized
1231

Payments 1 -1 of 1 << First < Prev 1 Next> Last>>

Download File

Step 4: Click View Details to view Bill Details. Click Print to print the details. Click Finished to return to the View
Payments and Bills screen.

Step 5: Click the Unapproved Payments link to view unapproved payments and approve as needed.

Step 6: Click Print to print the screen information, or Download File to download.

Manage My Bills

Manage My Bills allows you to update biller information, set up bill reminders or automatic payments, receive your bill
online and delete billers.

Task 4: Update Biller Information

Step 1: Click Bill Pay and select Pay Bill. Then, click Manage My Bills.

BILL PAY PAYMENTS TRANSFERS FRAUD CONTROL CHECK SERVICES REPORTS

Payment Center Add a Bill Bill History Manage My Bills

Welcome John Smith
Thursday, July 22, 2021

DeollarBank: "
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Step 2: Select the Biller Name from the drop-down to add or change options.
Available options are:

Add an automatic payment
Set up reminders for this bill
Update biller information
Delete this biller

Payment Center Add a Bill Bill History Manage My Bills

Manage My Bills
Add and Change Bill Options (2]

Select a bill, and then select what you'd like to do. Options include updating biller information, setting up bill reminders or automatic
payments, receiving your bill online, and deleting the biller.

Available options vary based on the features that the biller offers and the information you've already set up for your bill.

Biller Name | John Bill *3123 v

What would you like to do? %

(O Add an automatic payment

) Set up reminders for this bill

I

)

O Update biller information

)

) Delete this biller

Step 3: The screen will differ according to the option selected. Enter the requested information accordingly.
In this example, the option Update biller information has been selected. When complete, click Save
Changes.

(O Set up reminders for this bill

@ Update biller information

Asterisks (*) indicate required information.

*Biller/Person Name ‘John Bill

Nickname‘ |

Category | Uncategorized M
Can | add a category?

Account Number‘*3123

To change, type the entire number
Confirm Account Number

*Address 113240, Carmel Mountain
Address 2‘

\
*3123 |
\
\
|

*City San Diego

*State/ZIP Code| CA - California ~l91901 |

*Biller Phone Number|858.234-2342

XXX-XXX-XXXX

Account Number — For your protection, we show only part of your account number.

Save Changes
[

(O Delete this biller

Step 4: A message will appear that your biller information has been updated successfully.

“arBaﬂk 14
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Payment Center Add a Bill Bill History Manage My Bills

Manage My Bills
Add and Change Bill Options

Your biller information has been updated successfully.

Task 5: Add an Automatic Payment

Step 1: Click Bill Pay and select Pay Bill. Then, click Manage My Bills.

BILL PAY PAYMENTS TRANSFERS FRAUD CONTROL CHECK SERVICES REPORTS

Payment Center Add a Bill | Bill History Manage My Bills

Welcome John Smith
Thursday, July 22, 2021

Step 2: Select the Biller Name from the drop-down and select Add an automatic payment. Enter the required
fields as marked by an asterisk (*).

Biller Name | Celestial Inc ~

What would you like to do?

@ Add an automatic payment

Asterisks (%) indicate required information.

Pay From | 3541 ~
*Payment Amount $

® All payments are the same amount

(O The amount of the Iast payment should be $

*send First Payment On [08/02/2021 2|
*Payment Frequency [ \{onthl hd

Send Payments Until ® | change or cancel this payment
O Atotal of payments are sent

O But not after e

You can also receive email about your automatic payments

Email uddress|

We do not have an email address for your business. If you would like to receive any of these emails, please enter an email address
[] Email me when the payment is pending
[C] Email me when the payment has been sent

Email me before sending the last payment

Save Changes m

Step 3: When complete, click Save Changes. Options to Edit, Delete or View the newly added payment will
appear.

DeollarBank: "



BUSINESS ONLINE BANKING « USER GUIDE e« BILL PAYMENTS

Payment Center | Add aBill Bill History Manage My Bills

Manage My Bills

Add and Change Bill Options 7]

Select a bill, and then select what you'd like to do. Options include updating biller information, setting up bill reminders or automatic
paymentis, receiving your bill online, and deleting the biller.

Available options vary based on the features that the biller offers and the information you've already set up for your bill
Biller Name | Celestial Inc v

What would you like to do?

() Add an automatic payment

Update automatic payment 1

Delete automatic payment 1

Set up reminders for this bill

O

O

) View automatic payment 1
0]

) Update biller infermaticn
(@]

Delete this biller

Task 6: Set Up Reminders for a Bill

Step 1: Click Bill Pay and select Pay Bill. Then, click Manage My Bills.

BILL PAY PAYMENTS TRANSFERS FRAUD CONTROL CHECK SERVICES REPORTS

Payment Center Add aBill Bill History Manage My Bills

Welcome John Smith
Thursday, July 22, 2021

Step 2: Select the Biller Name from the drop-down and select Set up reminders for this bill.

DeollarBank: 6
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Step 3: Enter the required fields as marked by an asterisk (*).

Biller Name

What would you like to de?

() Add an automatic payment

@ Set up reminders for this bill

Reminders are a helpful way to manage your bills.

Here's how to start receiving reminders in the Payment Center:
Type the typical due date for this bill

Select how often you receive this bill.

Type the typical amount due.
Select how far in advance of the due date you want to receive a reminder.

Asterisks (*) indicate required information.

“Typical due date[07/31/2021 | [id]
*Bill Received Monthly hd
Typical Amount Due $

*How far in advance of the due date you want to be reminded of[ 10 days ~
this bill

If yougd like to receive email reminders, review your email address and select the type of reminders you want.

“Email address|johnsmith@zeal.com

Email me to remind me my bill is due.
[CJ Email me if not paid by the due date:
[J Email me when the payment has been sent

save Changes | Cancel |

When complete, click Save Changes.

Step 4: Options to Change or Stop reminders for this bill will appear.

Payment Center = Add a Bill

History = Manage My Bills

Manage My Bills

Add and Change Bill Options L2}

Select a bill, and then select what you'd like to de. Options include updating biller infermation, setting up bill reminders or automatic
payments, receiving your bill online. and deleting the biller

Available options vary based on the features that the biller offers and the information you've already set up for your bill
Biller Name |Tim Sanders v

What would you like to do?

() Add an automatic payment

() Change reminders for this bill

() Stop reminders for this bill

() Update biller information
(O Delete this biller
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Task 7: Delete a Biller

Step 1: Click Bill Pay and select Pay Bill. Then, click Manage My Bills.

BILL PAY PAYMENTS TRANSFERS FRAUD CONTROL CHECK SERVICES REPORTS

Payment Center Add aBill Bill History Manage My Bills

Welcome John Smith
Thursday, July 22, 2021

Step 2: Select the Biller Name from the drop-down and select option Delete this biller. A message will appear to
confirm the deletion.

An embedded page at cwsb40-cert.checkfreeweb.com says Approvals g

If you have any pending payments, the payments are canceled when
BILL PAY you delete this biller. REPORTS

Are you sure you want to delete this biller? If so, click OK. |

Manage My =l “ Caneel

Add and Chg

Select a bill, and then select what you'd like te de. Options include updating biller infermation, setting up bill reminders or automatic
payments, receiving your bill online, and deleting the biller

anage My Bills

Available options vary based on the features that the biller offers and the information you've already set up for your bill.
Biller Name | John Bill *3123 ~

What would you like to do? %

() Add an automatic payment
() Set up reminders for this bill
() Update biller information

() Delete this biller

Click OK. The biller is deleted from the list.

Payment Center = Add a Bill = Bill History =Manage My Bills

Manage My Bills
Add and Change Bill Options

Select a bill, and then select what you'd like to do. Options include updating biller information, setting up bill reminders or automatic
payments, receiving your bill online, and deleting the biller.

Available options vary based on the features that the biller offers and the information you've already set up for your bill

Biller Name | Select From List

Select From List

[ Iconic Inc *1231
E Security & PRIUISEUIEE Terms & Conditions
Copyright @ 2021, Dollar Bank, Federal Savings Bank. All rights reserved.

DeollarBank: 8
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