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ﬁ COLUMBIA BANK Commercial Bill Pay User Guide

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.

Hi, Annie | SignOff

k COLUMBIA BANK Welcome Reports Money Movement  Account Services  Administration
Last Login: Jan 22, 2025, 1:44:19 PM ET

*
Commercial Online Banking Scheduled Requests @ Approvals @ Exceptions
Bill Pay Transfer Money
Loans

Test Co
ACH
Wire
file Carolyn
IM Test Profile

2. Click the Add Payee tab.

Hi, Annie | Signoff

COLUMBIA BANK Welcome Reporis Money Movement Account Services Administration

Last Login: Jan 22, 2025, 1:4419 PMET)

w
Commercial Online Banking @ Approvals @ Exceptions
Bill Pay
Company: Support Test Ca v
Approvals Make Payments

View: All (excluding hidden)> | Find a payes yel Activity | History Resources
/\ An approved funding account is required to make a payment. Please contact customer support Scheduled Activity Pri
Pay To L Last .

Coming Due Scheduled $ Amount  Deliver By

Chase Credit Card ~ $200.00 on — Deliver Amount
5678 05721124 012325 | & Byt Pedle Sasan
Comeast Cable » $200.00 on =
4442 05123724 0S| &
McDonalds ~ oems | @
L3432
Mom & Pops Electric + 0175 | &
PGE1~ 0127125 | &
..6789

Total:

Confirm all payments
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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.

Name:

Nickname:

Account number:

Address line 1:

Address line 2:

Zip:

City:

State:

Phone:

Category:

Add a Person or Business to Pay

Store 1234

‘ Store 1234

‘ If applicable

] Hide account number

‘ Optional

QOptional

L

‘ MNone

v‘v

[ Cancel ] [ Confirm ]

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.

Hi, Annie | SignOff

ﬁ COLUMBIA BANK Welcome Reports Money Movement Account Services Administration

LastLogin Jan 22, 2025, 1:4419 PM ET

*
Commercial Online Banking @ Approvals @ Exceptions
Bill Pay
Company: | Support Test Co v
Add payee Approvals Make Payments
View: All (excluding hidden)+ | Find 2 payee Fel Activity | History Resources
A\ An approved funding account is required to make a payment Plsase contact customer support Scheduled Activity Bri
Pay To 4 _ Last N
Coming Due Scheduled $ Amount Deliver By
Chase Credit Card ~ $200.00 on = Deliver = AT
s 05/21/24 01123125 | & By CPedTe $ Amount
Comeast Cable §200.00 on =
442 0523024 NZTes | e
McDonalds ~ s | E
3432 =
Mom & Pops Electric~ 012725 | &
PGE - 0127125 | i
6789 -
Total
Clear | | Confirm all payments

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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Hi, Annie | SignOff

ﬁCOLUMBIA BANK Welcome Reports Money Movement Account Services Administration
Last Login: Jan 22, 2025, 1:44:19 PM ET|

*
Commercial Online Banking @ Approvals @ Exceptions
Bill Pay
Company: | Support Test Co i
Add payee | Approvals Make Payments
View: All (excluding hidden)~ | Find a payee pel Activity | History Resources

£\ An approved funding account is requiredtom (exchuding hidden) port Scheduled Activity Print
BayTod Coming Due  Hidden (1) 2liver By

Due in 30 days -
Chase Credit Card ~ 3 | E ge‘i;" Paid To

5678 Due in 60 days Led
ectronic)

Due in 90 days

Add custom view
Cﬁ':';gas‘ S Select a date 12725 | &

Show/Hide payees
McDonalds ~ WIS | &

3432 i
Mom & Pops Electric = 01RINs | &
Total $0.00
Clear Confirm all payments.
L J

3. Enter the Amount of the payment.

Hi, Annie | SignOff

A(:C)I.UMBIII BANK Welcome Reports Money Movement Account Services  Administration

Last Login: Jan 22, 2025, 1:4419 PM ET)

*
Ccommercial Online Banking @ Approvals @ Exceptions
Bill Pay
Company: | Support Test Co ~

Add payee Approvals Make Payments

View: All (excluding hidden)~ | Find & payee pel Activity | History | Resources
£\ An approved funding account is required to make a payment Please contact customer support Scheduled Activity Pri
Pay Tod ; Last

Coming Due scheduled $ Amount Deliver By

Chase Credit Card~ §200.00 on - Deliver _ Amount
5678 05121124 G 0123025 | & B PadTo S Amou

Comcast Cable = 520000 on -
“aaz 05123124 W2 | g
McDonalds » 012725 |
..3432 =
Mom & Pops Electric 012725 | B
PEET~ 0215 | E

6789 i .

Total

Confirm all payments
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4. Select a Date if you want the payment made on a date other than the default date.

Hi, Annie | SignOff

kcoLUMBm BANK Welcome Reports Money Movement Account Services Administration
Last Logim Jan 22, 2025, 1:4419 PM ET|

*
Commercial Online Banking @ Approvals @ Exceptions
Bill Pay
Company: | Support Test Co v
Add payee Approvals Make Payments
View: All (excluding hidden)+ | Find & payee pel Activity | History Resources
A\ An approved funding account is required to make & payment. Please contact customer support. Scheduled Activity Print
Pay To Last -
Coming Due Scheduled $ Amount Deliver By
Chase Credit Card~ 5200.00 on - Deliver Amount
5678 08121724 nRI% | @ pyt Paldle SAmau
January 2025 February 2025 >
Not
Hote Su Mo Tu We Th Fr Sa  Su Mo Tu We Th Fr Sa
Comcast Cable ~ §200.00 on
4442 05/23/24 3 a 506l 7
McDonalds ~ Deliver by 10 11 12 13 14
..3432
| | 18 [19]20] 21
Mom & Pops Electric » 27 | 28| 29 |30 2425|2627 28
Total $0.00
Confirm all payments

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 arecurring bill payment, follow the instructions below.
1. From the Money Movement menu, select Bill Pay.

A Hi,Annie | Signoff

x COLUMBIA BANK Welcome Reporis Money Movement  Account Services  Administration
Last Login: Jan 23,2025, 2:56:26 PM ET

*
Commercial Online Banking Scheduled Requests @ Approvals (T) Exceptions
isplay Options
Transfer Money =
Important Account Balances Loans Important Account Balances Alerts and Messages
£ it Acoounts Displayed ACH Template Activity
01/23/2025052003 PM (ET)
‘Checking ACH Checking As of 01/23/2025 ACH Template Activity
01/23/2025 032939 PMI(ET)
John Smith-2111 Test Account - 7770 Balance not available
Wwire ACH Template Activity
01/23/2025 032912 PM (ET)
Test Account - 7770 wavnce noTavanaDe—| | fest account 3-7999 Balance not available
ACH Template Activity
01/23/2025 032910 M (ET)
test account 3-7999 Balance not available Test Checking Account - 6789 Balance not available L
ACH Template Activity
01/23/202503:29:01 PM (ET)
John Smith - 2111 Balance not available Vi

Business Hub

Exceptions Decision saved Reports =z

2. Go to the Make Payments tab.

A Hi, Annie | Signoff

COLUMBIA BANK Welcome Reporis  Money Movement  Account Services  Administration
A LostLogi: Jan 23, 2025, 25626 PME

*
Commercial Online Banking @ Approvals (1) Exceptions
Company: | Support Test Co v
Add payee Approvals Make Payments
View: All (excluding hidden)~ | Find & payee History Resources
A\ An approved funding account is required to make a payment. Please contact customer support Scheduled Activity Brint
Pay Tol Last
Coming Due Schadaeg  SAmount  Deliver By
Chase Credit Card+ 5200.00 on = Detwer oo J—
5678 05121724 012425 | B B el S
Comcast Cable ~ $200.00 on -
s 1123124 12825 | &
McDonalds~ 012825 | @
3432
Mom & Pops Electric + 012825 |
PGE1~ ozezs | 5
6789 -
Total
Confirm all payments
L J
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3. Click the drop-down arrow next to the Payee name and select Set up auto pay.

r \

Add payee Approvals | ‘ Make Payments ‘

/A An approved funding account is required to make a payment. Please contact customer support. Scheduled Activity Print
Pay To 4 . Last "

Coming Due Scheduled $ Amount  Deliver By

Chase Credit Card~ $200.00 on - © | Deliver —
5678 05/21/24 -D1f241'25 & Be PadTo $ Amou
Comcast Cable $200.00 on —
Tz 05723124 0172825 | g8

]
M [ ] =

Mom & Pops Electric
Mom & Pops Electric v 440 0ic0 01728025 |
(Check)

Need to pay it faster? B
Pay it faster?

Set up auto-pay Note | Memo .

Add reminder

View payment history

Modify Delete Hide
Confirm all payments

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

C Auto-Pay Options

BMO Harris Loans, ...6740
(2 Turn off auto-pay and cancel all payments scheduled by the rule

(@ Set auto-pay at regular intervals

Pay from | COMMUNITY BUSINESS C, ...1955 v

Amount: 5 754.56
Frequency: Maonthly hd

Start on:

Continue payments: (® Until | modify or cancel

O Until | MM/DD/YY | G
() After I:l payments

By completing this transaction, you hereby authorize us to process

recurring electronic debits from the account you provided, to pay your

bill(s) per your instructions given. If you have any questions regarding your
payment or wish to revoke this authorization prior to the payment being -

[ Don't save auto-pay option ] [ 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.

. \
Addpayee | Approvals Make Payments
View: Al | Find & payee el Activity | History Resources
Scheduled Activi Print
Py To Coming Due Schoast 44 $Amount Deiiver By ty
BMO Harris Loans~ 5 Si5ZaUon = n
B Hairls Loans [18]anys |G 32280 0124125 | &
BMO Harris Loa,...6740 g;\i;er oo To |
BMO Harris Loans = ke an extra payment 56 on 012425 | & °
-6740 [ Note Elect 02112 BMO Harris Loans 77237
Setup ebill Modify auto-pay Hote (Electronic) 1888
View payment history 02112 BMO Hais Loans 752.40
s001
Setup ebil ‘o help identify the payment
02112 BMO Harris Loans 77183
Modify = Delete  Hide a3
02112 BMO Hams Loans 75301
BMO Harris Loans~ 575301 0n - s
7730 days |C 0212025 s | &
on 2/11128 02112 BMO Hais Loans 77082
— - o 2108
Total 0242  BMO Harris Loans 75456
Pay from: COMMUNITY BUSINE, ...1955 6780
ot st peye
Total scheduled:  $4,575.09
L J

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.

Hi,Annie | Signoff

ﬁ COLUMBIA BANK Welcome Reports Money Movement  Account Services  Administration
Last Login: Jan 22,2025, 14419 PME

*
Ccommercial Online Banking @ Approvals (1) Exceptions
Bill Pay
Company: | Support Test Co v
Addpayee | Approvals Make Payments

View: All(excluding hidden)~

A\ An approved funding account is required to make a payment. Please contat

[Pay:To Coming Due ot yq  $Amount Deliversy
e S 012325 | @ ‘ Pl $Amount
Commcast Cale~ ggyzﬂxyzﬂ;" 0725 | &
MeDonalds 012725 | @
Mom & Pops Electric+ 02125 | @
P%EE; - 0127125 | &
Total
\E\ | Confirm all payments

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.
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