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Working with your Accounts in Bill Pay

1 Log into your online banking.

2 Click on the "Bill Pay" tab.
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3 Click "My account" from the navigation at the top of the screen.

4 Click on "View accounts" under the Pay from accounts section.
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5 Here you will be able to see the accounts that you can make payments out of. If
you need to utilize another account that is not enrolled, click on "+ Account".

6 Please note you may also add an account by clicking on the "+ Account" button
found under the Pay from account section in your settings.
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7 After entering all information, click "Next".

8 Review the information you have entered and if ready to submit, click "Submit".



5

9 Your account will display as successfully added and the status will be set to
'Awaiting Approval'.

10 You may return to the main menu or your account by clicking "Return to my
account".
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11 To see the account you have now added, click "View accounts" under the My
Account section.

12 You will then be able to see all of your accounts and their status. Once approved
or rejected, it will display here.
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13 Dependent on the status of your account you can make changes or remove the
account from your Bill Pay altogether.

14 To remove a rejected account (or account you no longer need inside of Bill Pay),
click "Delete"
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15 Verify that the information displayed is correct and that you have no outstanding
payments you need to still process from that account. If all is correct, click
"Submit".


