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There are two methods of paying bills using
eBanking online bill Pay.

First there is the Electronic method. This
method is done by electronically transferring
funds from your account to the account of
your payee. This method has some
limitations in that the payee must be a party
to the electronic transfer group. This means
that the payee must agree to paying a fee for
each transaction that is transferred to them.
Some payees refuse to pay the fee and
therefore are not available to be used as
payees.

Second, there is the check pay method. This
is similar to what you do now when you pay a
bill by your check except that you do not have
to write a check from your physical checkbook
nor do you have to insert it in an envelope or
mail it with a stamp. All the handling of the
payment is done by eBanking Bill Pay. It
eliminates the cost of the stamp and the
check and the hassle of putting the payment
in the mail. You can see and print out the
image of the check after it has cleared your
account.

p Payees

Electronic

Select ‘Add Payee’ from the Bill Pay
drop-down menu.

eBill Payrment

To add an electronic payee click on the
binoculars to perform a search

(An electronic payee cannot be added without
performing a search. If the requested payee
is not a result of a search, it must be added

as a check payee)
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Click on the checkmark to select the payee.

(If the selected payee requires you to choose a
specific billing address, you will see a screen
similar to the image below.)

The payee yon selected has multiple billing addresses.
Please refer to your hilling statement and select the appropriate billing address.

[Billing Addresses for Verizon
— Aairew | Gy e Zip Coie | Seiecipaves |

POBOX 1100 ALBANY NY 122500000
POBCX 1100 ATBANY MY 122500001 \/

If no specific address is required, simply
complete the remaining fields and select
‘Add Payee’.

(If your account number does not match the
required format of the Payee, a message will

display with an option to set up as a check payee.)



p Payees
Check

Select ‘Add Payee’ from the Bill Pay
drop-down menu.

j

eBill Payrment

To add a check payee, enter the payee
information in the required fields and select
‘Add Payee’

(A check payee is any payee that is not in the
electronic payee database)

Add New Payee

New Payee Information

Search Flectronic Payee List i

Payee Name [
Payee Type Check.
Payee Alias [

Account Number li
Address
I
a[
State lﬁ
Zip Code [ Byample 123451734
Fhone Number l— Example: (913)555-1212
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When payees are added, they can be viewed
by selecting ‘View Payee List’ from the Bill Pay
drop-down menu.

eBill Payment jl
eBill Payment
add payee
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View Payee List

Payee Account Number Payee Type Status Edit Delete

Capital One 12457836 Check Active @ x
Discower Card 601100001258 Flectronic Achve 48 x
91355512123456 Cheek Active x

Verizon

Once a payee is added, you can only edit the
account number and the alias of the payee.

mlng Up Payments |

Select ‘Pay Bills’ from the Bill Pay
drop-down menu or from the
activities menu next to an account.

eBill Payment jil

eBill Payment

From the drop-down menus, select the
account from which the bill will be paid and
the payee. Enter the dollar amount of the

payment and any memo information.

(Memo information is transmitted with
Check payments only.)

Pay Bills

‘Pay from account |Reyular Account j |Today‘s Date: 08/07/2003

Pay to | Verizon- 31365512123466 - Check = |$| I

Memo |
T Alert when bill is processed

Payment Date 08/07/2003 [
Payment Description
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Choose the frequency of the payment. The
default is set to One-Time Payment. For
recurring payments, enter the expiration date
of the payment and whether or not the
amount is different for each payment.

m (0870772003 S I Py o bast bussness day of e memtts
Paymoent Description ||
LEUE DR TR | [ Tus indieetes bt the wmount o diffeeest for eveey payment

Semi-Annuall

When the payment information is complete,
click *Submit’

W Editing Payments

Select ‘View Scheduled Payments’ from the
Bill Pay drop-down menu.

eBill Payment j

eBill Payment

add payes

pay hills

wiew payee list

pawment hista
edule

PayTa :Fr!qurul:y:]’?;::’“: ,\]:::.1 yr— D"’__:".E!-Edilj:n:]cle

[ Acwe 07312003 Verzon Monthly Cheek Regder  gl0000 O g X
Day Total 5 100.00
Crand Total 5 100.00

Click the ‘Quick Edit’ box for each payment
you want to edit. Then select the '‘Quick Edit
button. You can change the amount, memo,

and account from which the bill is paid.

Changes will affect the next payment date.

mg Payment History

Select ‘View Payment History’ from the Bill
Pay drop-down menu.

4
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eBill Fayment
add payes

Payment History

1. Please enter selection criteria

a. Enter payee selection:
Payee |AH =]

b. Enter the date range:
From (mm/ddfyyyy) [r/01/2008
To (mm/ddiyyyy) [F7aTjeo0s
. Enter the transaction amsunt range:
Begin Amount § [
End Amoun§[ [
2. Select appropriate sorting options
SortBy [Date ¢
ThenBy[ ]
ThenBy[ ]

Sort Order € Ascending & Descending

Enter the search criteria and click ‘Submit’



