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Overview 

Bill Pay is a secure and efficient way to manage your payments. This service lets you schedule, review, 

and send payments directly from your account. With an easy-to-use interface and built-in safeguards, 

Bill Pay simplifies how you move money, giving you greater control and peace of mind. 

 

Setting up a Payee 

 

The first step to making a payment is to add a payee. 

Go to the Payees tab and select Add a Company or Add an Individual.  

 

To add a company, you will be required to input information that can be found on your most recent bill. 
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Adding an Individual 

 
Allow the individual to provide his/her banking information 

• For this option, you must provide: 

• The individual's email address 

• A one-time keyword of your choosing 

• Share the keyword with the individual you wish to pay. 

• The individual will receive an email with a secure site link. Using the keyword you provide; the 

individual can log in and provide his/her bank account information. That bank account information 

will be securely stored and never displayed to you. 

• This is a one-time setup process. All future transactions to this individual will merely result in an 

email notification to the individual that you have made a deposit to the specified account. 

Enter the individual's bank account information 

• For this option, you must provide the recipient's: 

• Account number 

• Routing number 

• Bank account type 

• To complete the setup process, you will need to enter a one-time activation code. The code will be 

sent to you immediately via the delivery method of your choice: phone, text message or email. 

Mail a Check 

With this option, you will need to provide the individual's full name and complete mailing address. 
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Making a Payment 

 

Before you can make a payment, you must first add the person or company you wish to pay. To learn more, 

visit the ‘Setting up a Payee’ section. 

Once you've added a payee, go to Payments and select One-time Payment, or Recurring Payment. 

 

 

You can choose to make a One-time Payment. 

 

 

 

You can choose to make a Recurring Payment for a Bill or for an Individual. This is a consistent payment that 

recurs on a regular basis, such as an insurance payment or an office lease. 
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Once you select the type of payment, choose a payee from your Payee List, or add a new payee. 

Then select:  

• Pay in the bottom right 

• The account you want to pay from 

• The amount of the payment 

• The date of the payment 

For recurring payments, you can also select the payment frequency and the series end date. 
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Resources 

Resources are links to other User Guides and any other resources related to the topic of this guide. 

• N/A 

 

Feedback 

This is a living document and is updated as needed. Please contact the credit union with your feedback. 

To ensure that feedback is adequately addressed, please include: 

• Document name and version 

• Section name 

• Suggested feedback 

 


