
Bill Payments 
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1. From the menu, click “Pay Bills.”

2. For first-time sign-ins, a pop-up window
will appear for you to complete the
challenge phrases. Once you’ve selected
and answered them, click on “SUBMIT.”

4. To add a Payee, you can click on one
of the companies listed as default or
use the search bar to add the specific
company you would like to add.

3. Click on “CONTINUE.”



5. Once you’ve selected the Payee,
add the account number and click on
“SUBMIT.”

6. To see the list of the Payees you’ve
added, click on the Payees tab.

7. To set up a payment from the
Payees tab, click on $Pay button next
to the payee name and click the
amount, date and then click on Review.

8. Review the information and click
on Submit.
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9. Once the payment has been successfully
scheduled, a confirmation window
will appear. Click Close.

10. To view your upcoming payments,
click on the Payments tab and click on
View Pending Transactions.

11. You will be able to see all the
scheduled payments.
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12. Click on edit to change the 
amount, the account where you would 
like to make the payment from and/or 
stop the payment. 

13. To set up a recurring payment, 
click on the Payments tab, enter 
the amount and click on “Make it 
recurring.” 

14. Once you’ve entered your 
preferences, click on submit. 
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15. Review the information and click
on Submit.

16. To edit any upcoming
payments click on the Payments
tab, click on View Pending
Transactions and finally click on
Edit next to the payment you would
like to stop.
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