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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: 

 
• Payment Center: Make payments to a person or company. 

 

• Add a Bill: Quickly add a person or company to pay a bill. 
 

• Bill History: View, print or download bill history. 
 

• 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. 

 

 
 
 

New users will be directed to the Welcome to Online Bill Pay screen initially to get started.  
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Then, you will be directed to the Payment Center. 

Step 2: Click Add a Bill. 

 

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



 
 

 4 

BUSINESS ONLINE BANKING  •  USER GUIDE  •  BILL PAYMENTS  

 

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

 
 

• If a match is found, the Add Information for a Company screen is displayed. 

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

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

Step 6: The Company Added message will appear. 
 

• Click Add Another Bill to add another company or person. 

• Click Finished to return to Payment Center screen. 
 

 
 
 
 

 
 

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. 
 

NOTE: The difference between adding a company or a person is in the Add Additional Information 
field details. All other steps are similar. 
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  If no match is found, the Add Additional Information screen will appear. 

 

 
 

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

 
 
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.  
 

      
 
 

• 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. 
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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. 

 

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

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. 
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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). 

• 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. 

 

• 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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Click Finished to confirm the Payment. 

 

 

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. 
 

 

 
 
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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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. 
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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 

 

 
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. 

 

 

Step 4: A message will appear that your biller information has been updated successfully. 
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Task 5: Add an Automatic Payment 
 

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

 
 

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 (*). 

 

 
 

Step 3: When complete, click Save Changes. Options to Edit, Delete or View the newly added payment will 
appear. 
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Task 6: Set Up Reminders for a Bill 
 

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

 
 

Step 2: Select the Biller Name from the drop-down and select Set up reminders for this bill. 
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Step 3: Enter the required fields as marked by an asterisk (*).  
 

 
 
When complete, click Save Changes. 
 

Step 4: Options to Change or Stop reminders for this bill will appear. 
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Task 7: Delete a Biller 
 

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

 

 
 

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

 

 
 
Click OK. The biller is deleted from the list. 
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