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Business Bill Pay 

 

 

1. Select the ’Transfers & Payments’ menu and then 
‘Business Bill Payments’. 

 

 

 
 
 
2. The Payment Center homepage will show Bill 

Reminders, Pending Payments, Unapproved 
Payments, and recent payments.  

 

3. If this is the first time logging in to the Business 
Bill Pay Center, additional information may be 
collected. 
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Business Bill Pay 

 
 
 
4. The ability to add or manage groups for billers 

can also be accessed on this page.  

NOTE: Once the new group is created, select the 
‘Change Group’ dropdown next to the biller to reassign 
them to the new group. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. To add a new biller, click on the ‘Add a Bill’ tab 
on the payment center home page. On the next 
screen, select if you are paying a company or an 
individual. Click continue.  
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Business Bill Pay 

6. If adding a company, use the Seach box to locate 
the biller. If the Biller is not located within the Bill 
Pay system, you may manually enter the bill 
information.  

 

 
 

7. When manually inputting the Biller information, 
all fields with an asterisk are required. Ensure the 
address and phone number are correct prior to 
saving the entry.  
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Business Bill Pay 

8. When adding an individual to the bill pay system, 
please ensure the address and phone number 
are correct prior to saving the individual.  

 

 

 

 

 

 

 

 

 

NOTE: Once the information has been input into the 
system, the new billers will appear on the payment 
center homepage under ‘Unassigned Billers’. 

 

 

 

 

 

9. When a new Biller is added to the system, an 
email will be sent to notify the main contact on 
the account.  
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Business Bill Pay 

 

 

10. To make a payment, input the amount and the 
date the bill should be paid. Please ensure there 
is enough time allowed for processing as the 
item may be sent as a check. There is also the 
option of adding invoices to the bill.  

 

 

 

 

 

 

 

11. On the ‘Add Invoice’ screen, input the invoice 
number provided by the biller. If there is any 
discount applicable, this can be added as well as 
the total amount.  

 

 

 

 

 

 

12. Click on ‘Add Invoice’. On the next screen, the 
total payment will be calculated. Click ‘Save’ to 
save the invoice information for this bill.  
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Business Bill Pay 

 

13. Click on ‘Make Payments’ to submit the payment 
for processing.  

 

 

 

 

 

 

 

 

 

14. On the next screen, prior to submitting the 
payment, a check number and memo line can be 
added to the item. If adding a check number, this 
may also be added to the Positive Pay system, if 
applicable.  
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Business Bill Pay 

 
 
  

15. Once the Bill Payment has been submitted, an 
email will be sent to the BillPay Administrator to 
approve the item for payment. 

 

 

 

 

 

 

 

16. The administrator must login to the BillPay 
System to approve the item for payment. This 
can be completed on the BillPay homepage. If 
any updates are needed prior to approving the 
item, use the change option to make corrections.  
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Business Bill Pay 

17. To cancel a payment, click on Bill History to view 
all payments. Click on the Cancel option. On the 
next screen, click on ‘Cancel Payment’ to stop 
the payment from being processed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

18. The following screen will show that the payment 
has been cancelled.  
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Business Bill Pay 

19. Under the Bill History tab, changes to payments 
that have not been sent out yet can be made. 
The following fields can be edited after payment 
has been submitted: 

• Pay From 

• Pay Date 

• Amount 

• Memo 

 

 

 

20. Once the updates have been made, click on ‘Save 
Changes’. On the next screen click ‘Finished’ to 
return to the bill history page.  

 

 

 

 

 

21. The Bill History Page will default to a current 
view of Past 30 days and future payments. The 
view can be changed to show up to the past 18 
months and future payments, or a custom date 
range.  
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Business Bill Pay 

22. Under additional options, the search can be 
further refined by Biller Name, Category, 
Account, Initiated By and Status.  

 

 

 

 

 

 

 

23. The ‘Manage My Bills’ tab allows you to update 
information about the biller, add an automatic 
payment, set up reminders for this bill or delete 
the biller.  
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Business Bill Pay 

24. To set up an automatic payment for a biller, 
select the ‘Add Automatic Payment’ option. This 
will open the menu to make changes. Input the 
information in the required fields and select if an 
email notification should be sent when the 
payment is pending or processed.  

 

 

 

NOTE: The required fields are Amount of Payment, 
First Payment Date, Frequency of Payments, OR total 
number of payments. If the last payment amount is 
different, input the final dollar amount in the 
appropriate field.  

 

 

 

 

 

 

 

25. Once an automatic payment has been set up, the 
‘Manage My Bills’ page can be used to update, 
delete or view the automatic payment that has 
been scheduled.  

 

 

26. To Delete an Automatic Payment, select the 
Delete Automatic Payment Option. A pop-up will 
ask you to confirm the deletion. Select ‘Ok’ to 
proceed.  
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Business Bill Pay 

 

27. The ‘My Accounts’ tab will show all active and 
inactive accounts for the BillPay System. For any 
account changes, please contact us at 877-686-
3590. 

 

 

 

 

 

 

 

 

 

 

 

28. This screen will also allow payments to be moved 
from one account to a different account.  

 

 

 

 

 

 

 

 

 

29. The BillPay Administrator has the ability to add 
additional BillPay users into the system utilizing 
the Administration tab.  
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Business Bill Pay 

30. On the next screen, input the information 
request. Asterisks indicate the required 
information.  

 

NOTE: The Level 1 User and Level 2 Users can add 
authorized users to Business Bill Pay at any time. 

Authority Levels 

Your authority level determines which users you can 
add: 

• The Level 1 User is the only user who can add 
Level 2 Users to Business Bill Pay. The Level 1 
User can add Level 3 Users as well. 

• The Level 2 Users can add only Level 3 Users. 
Any users added by Level 2 Users must be 
approved by the Level 1 User before the addition 
is completed. 

• The Level 3 Users cannot add authorized users to 
Business Bill Pay. 

31. Once all information is entered, select ‘Add User’ 
to add the new user to the system. The 
username and password do not need to match 
the online banking platform.  

 

 

32. The messages tab will display any messages 
received from the BillPay Provider. These can 
include messages about payments or account 
restrictions.   
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Business Bill Pay 

33. The message center also allows messages to be 
sent to the BillPay provider with questions 
payments, service fees or general questions 
about the BillPay product.  
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