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The Bill Pay feature within Commercial Online Banking  
makes it easy to pay and manage your bills online. 
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Adding a Payee
Before you can make a bill payment, you need to add your payee.

1. �Go to Money Movement in the top menu and select Bill Pay.

2. �Click the Add Payee tab. 
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3. �Select from pre-populated businesses or enter a new individual or business on the pop-up window. 

4. �Click Add.

5. �Complete additional information about the payee as necessary.

6. �Select Confirm.
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Making a payment
Follow the steps below to make a payment in Bill Pay.

1. �Choose the Make Payments tab on the Bill Pay screen.

2. �The default view will display all payees. Click the drop-down arrow to select different display options 
or use the search window to find a payee.
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3. �Enter the Amount of the payment. 
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4. �Select a Date if you want the payment made on a date other than the default date.

5. �Click Confirm all payments. 

Payments created by users without the Approval or Administration role require approval by an 
additional person in the company. Otherwise, they are auto-approved once submitted.
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Setting Recurring Payments
To create a recurring bill payment, follow the instructions below.

1. �From the Money Movement menu, select Bill Pay. 

2. �Go to the Make Payments tab. 
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3. �Click the drop-down arrow next to the Payee name and select Set up auto pay.

4. �Complete the pop-up form then click Save auto-pay options. 

5. �You will be presented with a confirmation screen. Review the information and Close.
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Modifying a Recurring Bill Payment
1. �Use the drop-down arrow next to the payee name and select Modify auto-pay option.

2. �Make any necessary edits on the pop-up form and save your changes.
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Reviewing activity
To quickly review your Bill Pay activity, use the three tabs in the right-hand window of the  
Bill Pay screen.

Activity: View scheduled activity. You also have the option to print from this window.

History: Display or print payment history. You can change the view from the default number of months.

Resources: Access links to assist you with additional options to manage your Bill Pay.


