Adding Payees

Step 1: Click Add Payee
Step 2: Select Pay a Company or Pay an Individual. Complete all required fields.

Fay an Individaal

i Fay s tompan‘} :

Piayec Name *

Filagse anter your acccunt numbar axactly as shevn on your last Eilling statemant,

Payee Account Number * ; o t
Ineluda any dashes. spaces or special chararters, Svampler 15-12043 25403

Address tine 1 ¥

Address Line 2

City *
State *
Payee Zip Code *

“indlzates @ raguired fiald

Lancel

Payee Name: Enter the payee name.

Payee Account Number: Enter account number with Payee. Account number must be
entered exactly as shown on payment stub.

Payee Address: Enter the payee remittance address exactly as shown on payment stub.

5""nl'-Pav an Individual

Bay a Cempany

il Eayment Al nayee:

Payae Name
Payee Type

Payee Alias

Account Humber

Address Ling 1

Address Line 2
City

State

Zip Code

Phone Nlumber

Payee Name: Enter the payee name.
Payee Alias: Payee alias is anly visible to end user.

Payee Account Number: Enter account number with Payee. If there is no account
number with payee enter NA.

Payee Address: Enter the payee remittance address exactly as shown on payment stub.

2008.11b Page 11 of 48



Step 3: Click Search/Submit to add payee. If company is not in electronic payee database
customer will have option to add as check payee.
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New Payment
New payments can be established by clicking on New Payment.
To schedule multiple one-time payments simultaneously, click Quick Payment.

Step 1: Select up to 10 payees.
Step 2: Click Submit

Add Paymant

Please seiect at Jeast one payee for Quick Payvment,

[DAMERICAN FAMILY INSURANCE  [INETTELLER TRAINER

Please salect up te 10 paysesn.

Step 3: Enter the Amount of the payment, Pay On date the payment is to be processed, the
Account to debit for the payment and a Memo if desired.

METTELLER TRAINER

Vigw: 7 Davs : 15Days |

:bs/19/200
On=-Time 45/18/2009

METTELLER TRAINER
Grand Total 200
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To schedule one time or recurring payments click, Add Payment.

Cuick Pagmant S wadd Payment )

Pay from account:

Payee:

Antount;

Memo:

Alert when payment is processed: [7]

Freguency:
Payment Date:

Fayment Description:

Pay from account: The account to debit for the payment.
Payee: Payee name, account number and payment type display.
Amount: Payment amount.

Memo: Memos appear on check payments but do not appear on electronic payments. All
memos are retained in the Bill Pay history.

Save memo for future payments (not shown): Check if the memo is to be used in recurring
payments.

Alert when payment is processed: If the Bill Payments Paid Event Alert in Options is checked,
the customer can check this box to receive alerts when this particular payment is processed.

Frequency: Select the frequency of the payment.

Payment Date (or Start Date}: Enter the date the first payment is to be processed or check the
box indicating the payment should always be processed on the last business day of the month.

Second Payment Date (Semi-Monthly payments only — not shown): Enter the date of the
second payment of the month.

Expiration Date (not shown}): If a frequency other than One-Time is entered, enter the last day
the payment is to be processed or check the box indicating the payment will not expire.

Payment Description: Enter a payment description. Description does not carry through with
check or electronic payments but is retained in the Bill Pay history.
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- Variable Payment (not shown): if payment amount changes check the Variable Payment box.

After each payment, the amount is zeroed out and the customer will Edit the payment to enter
the new amount.

Submit: Schedules the payment. Customer is taken back to the scheduled payments list and
given a confirmation number.

Suczasstully ndded Menthly paynienl to NETTELLER TRAINER for $1.06.
Confirmation Number; N201020134 Expires:Ho Expiration Qate

View:
DR,
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History

After End of Day, a processed payment history is available.

View Range: T Dodg : 15Dpes - 30Davs ¢ A . Search |

04/22/2008 it siin Cyiew

| TIME WARNER Ddf22/72008 $2,500.00 Vs
STEXACOBIL. i 10/10/700F U ELO0 Vg

 Tutals (this page) $a.00

View Payment History For:
All History: Nineteen manths
Last 7 days: Last seven days
Last 30 days: lLast thirty days
Search Payment History: Search fields display. Options include Payee name, date range
and amount range.

Payees LAl

From:

End Amaount:
Sort By:
Ther By:
Then By:
Sort Order: Ciascending &) Descznding

*1f a payee has been deleted, the payee will not be searchable in the Payee drop down list.
However, payments made to deleted payees will be included in the resulting history list if the
date or dollar amount is used instead.
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