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CONSUMER BILL PAY 
ADD PAYEE &  SCHEDULING A PAYMENT 

 

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

 

Step 2. Select “Pay a company.”  Then select “Next.” 
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Step 3.  Enter the information for the company in the provided fields, then select “Next.” 
 

 
 
Step 4. Fill out the additional fields and select “Next.” 
(You can add “payee nickname” which allows you to easily locate the payee in the list) 
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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. 
 

 
 
Step 6. Choose the account you want to “pay from.”  Enter the amount and payment date, then 
select “Pay.” 
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Step 7. Review your payment information.  If your payee, payment amount, deliver by date and 
account are correct, select “Submit.” 
(The deliver by date is when the vendor will receive the payment. The payment date is when your account will be debited. 
Checks will have the same deliver by date and payment date as your account will be debited when the check clears.)  
 

 
 
Step 8. Select “close” to return to the home page. 
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Step 9.  To schedule recurring payments, select “Make it Recurring.” 
(Recurring payments are designed for payees that do not change in date or dollar amount, ex: mortgage, car note or 
rent) 

 

 
Step 10.  Choose the account you want to pay from.  Enter the amount, customize the frequency of 
your payments, then select “Submit.”   
Selecting submit will take you to your Review then confirmation page. 
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Review 
 

 
 
 
Confirmation 
 

 
 

 
 


