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BUSINESS BILL PAY 

ADD PAYEE & SCHEDULING A PAYMENT 

 

 

Step 1.  Start by choosing the “Payees” tab. 

 

 

Step 2.  Under the drop-down, select “Add a Company.” 
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Step 3.  To add a company, you will be required to input information that can be found on your most 
recent bill. 

 

Step 4.  When the payee info has been completed, select “Next.” 
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Step 5.  Once you’ve added a payee, return to the home page.  Go to the “Payments” tab. 

 

Step 6.  You can choose to do a one-time or recurring payment.  First, we’ll show you how to make a “One-
time Payment.” 
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Step 7.  Choose a payee from your payee list and select “Pay.” 

You can schedule a One-time payment by selecting the plus + sign and then Pay. Or you can choose multiple 
payees at a time by selecting the plus + signs and then Pay. 

 

Step 8.  Select the account you want to pay from, enter the amount of the payment and select the date. 

Additionally, on this page you can select the calendar option for RUSH delivery. You can determine the delivery date and 
the address to send the payment to. 

RUSH payments are always sent out UPS with tracking.  Payments are sent as a draft check. 
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Step 9.  Then select “Pay all.”   The next page will display the confirmation for each payment scheduled. 
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Step 10.  Scheduling  “Recurring Payment.”   

Go to the home page and select the “Payments” tab and choose Recurring Payment. 

 

Step 11.  Select “Recurring Payment” from the Payments drop-down. 

Recurring Payments can be scheduled for any payees (however, they should be reserved for payees ex: lease, car loan 
or rent). 
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Step 12.  Select a payee from your payee list. 

 

 

Step 13.  Select the account you want to pay from, the amount of the payment and frequency. 
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Step 14.  Next, select series options and then “Submit.” 

 

Step 15.  Scheduled Payments. 

You can view and manage all transactions in a scheduled status. 

• Details – displays the transaction details.  This function shows when a payment was submitted, who scheduled 
& approved the payment. 

• Edit – allows you to change dollar amount, pay from account and payment date. 

• Stop – allows you to stop the payment (fees may be incurred).

 


