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To begin, navigate to your payments dashboard by selecting “Payments” in the left-hand menu.

On your payments dashboard begin the process by selecting “Pay A Person” if you already have the individual set 
up as a payee, or select “+New Payee” to set up a new person.
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The following steps will show how to pay a person that is already in your BillPay system. Click “Pay A Person” to get 
started.

After clicking on “Pay A Person” you will be asked to select a person that is already in your list of payees. Select the 
individual you would like to pay to continue. If you do not see the desired person, select “+Add another person” to 
be taken through the steps of setting up a new payee. 
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After selecting the person you would like to pay, select the account you would like to make the payment from, 
enter the payment amount and click submit to make the payment. Customize this payment by selecting “More 
Options” to change the frequency, send date and add a memo or comment.

To customize this payment, select “More Options” to change the frequency, delivery date and add a comment. Once 
you are ready to pay the bill, click “Submit”.
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After submitting your payment, you will receive a confirmation message.

Clicking done will take you back to your Payments Dashboard. Here you will see the payment you just created with 
the ‘Pending’ status. On your calendar, you will also see the date a payment is scheduled to send.
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Clicking on a pending payment will open a preview box with all the information about that payment. Clicking
“Edit” will take you into the payment to make changes (as long as it has not fully processed).

Editing a payment will allow you to make any changes you would like, as long as the payment has not started
processing. After making the desired changes, click “Save” to confirm the changes and return to the Payments 
Dashboard. If you wish to delete the payment, click on the trash can in the upper right-hand corner.
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You will be asked once if you would like to stop the payment you are currently in. If you no longer want the
payment to process, click “Yes” to stop it.

You will receive a confirmation after successfully stopping a payment. Click “Ok” to return to the payments 
dashboard.
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After stopping a payment, you will see a ‘Stopped’ status appear next to it on the dashboard.

To pay a new person, select “+New Payee” and then “Add a Person”. This will begin the setup process.
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You will be prompted to add all of the person’s information including their phone number, email and a shared 
keyword for them to access your payment. Once complete, select “Submit” to continue.

You may be prompted to confirm your Online Banking password before you submit the new payee. This is to ensure 
the safety and security of your account.
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Your new payee has successfully been added when you see the following notification. From here you will be guided 
to add another person. You may also click the “Payments” button back to your payment’s dashboard. 

Now you have successfully added a new payee, paid a person, edited a payment or deleted an existing payment.


