
 
 

Bill Pay 2.0 
Main Page 

The new dashboard workspace allows you to complete most payment tasks without the need to 
navigate to other areas of the platform. 

With our enhanced Bill Pay 2.0 you can quickly determine: 

• Bills that are coming due 
• Payments processed since your last login 
• Total amount of money needed to pay scheduled bills 

Payment Views 

There are two different payment views that can be used to make payments. 

• Multi-Pay: Allows multiple billers to be paid at one time (Default view) 
• Single-Pay:  Allows one biller to be paid 

 

 
 

 
  
 



 
 

Multi-Pay View 

The Multi-Pay feature allows multiple bills to be submitted at one time.  Each payment can be 
initiated by clicking on a biller from the biller list or by entering the payment amount in the ‘$ 
Amount’ field.   

When a biller is selected from the biller list, the biller row expands to reveal additional 
information including how the payment will be sent (paper check or electronic), access to 
change the funding account, an Expediated Payment (Pay it faster?) option, a payment ‘Note’ 
field and a ‘Memo’ field. 

 Multi-Pay Biller Dropdown Options 

• Need to pay it faster? 
• Set up auto-pay 
• Add reminder 
• View payment history 
• Modify (Biller) 
• Delete (Biller) 
• Hide (Biller) 

 

 

  

 

 

 

 

 

 



 
 

Complete Payments 

• After all billers, funding accounts, amounts and deliver by dates have been completed, 
click the ‘Confirm all payments’ action button. 

 
• Review the ‘Preview: Make Payment’ dialogue box and if no changes are required, select 

‘Confirm’.  If changes are needed, select ‘Cancel’ and make needed edits. 
 

• Once payments have been reviewed and confirmed, a ‘Confirmation: Make Payment’ 
dialogue box displays confirming the process has been accepted. 

 
 

 
 
 
 
 
 
 
 
 
 

 
 

 



 
 

Single Pay 

Allows user to make a single payment.  Biller can be located multiple ways within the Single - 
Pay view. 

• Select a biller in the Biller List. 
• Search for the biller in the ‘Find a biller’ field. 
• Search for the biller in the ‘Pay to:’ field 

 

The following actions can be completed by selecting the ‘Options’ hyperlink for the Payee: 

• Pay 
• Need to pay it faster? 
• Set up auto-pay 
• Add reminder 
• View payment history 
• Modify (Biller) 
• Delete (Biller) 
• Hide (Biller) 

 

 



 
 
Expedited Payments (Pay it faster?) 

If a payment is needed to be delivered sooner than the standard ‘Deliver By’ date, some payments can 
be delivered through same-day electronic payments and overnight check payments by selecting the ‘Pay 
it faster?’ link.  There is a $30 convenience fee for this feature. 

 

 

 

 

Coming Due 

By default, the due date organizes bills in both the Multi-Pay and Single Pay views.  The due date is 
derived from reminders, e-bills and automatic payment rules.  The list can also be reorganized to be 
listed in alphabetical order. 

 

Add a Biller 

New biller information can be added by either: 

• Selecting the ‘Pay someone new’ link 
• Manually adding the biller name to the ‘Pay to:’ field while in Single-Pay view 

 
When using the ‘Pay someone new’ link, a list of commonly paid billers will display.  In addition, the 
name of the new biller can be entered in the ‘Enter Any Person or Business’ field on this window. 
 
While using either process, if the biller entered is recognized, you may be asked to only provide the 
account number.  If the biller entered is not recognized, additional information is required to add the 
new biller. 
 



 
 

 
 

 
 
 
Biller Validation 
 
All billers are validated against multiple verification databases for possible errors.  The Bill Pay software 
will not allow adding a new biller that fails any of the verification rules. 
 
 
 
 
 
 



 
 
Biller Setup Confirmation 
 
Once the biller has been successfully added, the ‘Confirmation: Add a Person or Business to Pay’ 
dialogue box displays.  Depending on the features offered by the biller, the following options may be 
offered: 
 

• Set up e-bill 
• Set up auto-pay 
• Add reminder 

 

 
 

Activity, History, and More 
 
• Activity:  View Bill Pay transactions that are scheduled to be sent. 
• History:   View Bill Pay history. 
• More:      Access additional features. 

o Reports 
o Alert Preferences 
o Add/Modify Categories 
o Funding Accounts 
o Customer Support 
o Help 

 
  
 

 



 
 
 

 

 

 

 

 

 

 

 

 

 

 


