eBILLING MAIN PAGE: OVERVIEW

NAVIGATION MENU SEARCH BOX ADD PAYEE SHOW: RECENT/ALL
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1 want to Q|| Add Payee Recent
.o
Name Amount Send On @ Est Delivery @  Recuming Scheduled Payments

ALLIED & 08/16/2019 BB 082012019 5 Off
Account: *ES There are no scheduled payments.
Account: *ESTTT # Mo payment history

fBEsy sesToUY 5 = = or
o AU No payment history
2 B BLUE BELL 5 = & of
Account: *REAM2 2 No payment history
A Y- COMCAST $ = & of
COMCAST SOMEAST - : = =
Sccousti iz ey Next payment. $45.65 on 7/1
Test Chase Checking v || Test G Edit  ~  ®ORush | C History
P PIZZA CUBE § = & | of Recent Payments
Account: *3 P3IE No payment history Processed in last 90 days
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PAYEES LIST SCHEDULED / RECENT
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NAVIGATION & OPTIONS

| want to Q, | Add Payee Show: Recent
Pay Bills
& Pay with Picture ¢ The Header of the New Ul contains the “| Want To"
Q View Payments Navigation drop menu, Search box, and Add Payee
L PayaPerson button.
7 Transfer Between My Accounts ¢ The NaVlgatlon Menu COI’ItaiI’IS lil‘lkS tO Pay BillS, Pay
% View Document Vault with Picture, View Payments, Pay A Person, A2A
2 Send ACH Payment Payment, Vault, ACH Payment, Payroll, Update my
& Send Payroll Payment Preferences, Leave Feedback, and Log Off
£+ Update my Preferences
15 Leave Feedback
& Log Off
Logged on as final tester

I | Hwantto Search Q H Add Fayee ” Al eBiling €@

sta our first payee. Scheduled Payments

I
XX XN F' a a There are no scheduled payments
! I: ! [l L= I 1 i e
w

There are no recent payments.

¢ Click the Add Payee button to create your first Payee.




ADD PAYEE PROCESS

Bad
Add Payee

Add Payee » | @ » P ——
dish  coftasr  Somen

+ Adding a Payee is simple.

1. Click Add Payee from the main page.

2.Search for and select a Biller OR choose Add Manually.

3. Enter your account information.

4. Click Add Payee button.

*Check the Payees list to see that your new Payee is listed and displays the correct
Payment Type icon.



ADD PAYEE PROCESS

¢ Click the Add Payee button to create your first Payee.

| | a0 |

Add FPayee

To get started add your first payee.
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“ececececcccccccccclecccccccccscscne Add Payee
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( EaEl" ooooooooooooooooooooooooooooooooooooooooooooooo
Add Payee - ¢ Toreturn to the Pay Bills page
instead, click Back to Pay Bills.
q .........
_ Beeeees + Enter the name of a Payee into the
verizon’ = AT&T  Sprint Search box, then select their logo

icon from the resulting Payees list.
d;Sh COMCAST = DIRECTY

AR gEco WA PPPPETT ¢ If you can't find the Payee in the
H list, click on Add Payee to enter the
Payee information manually.

Can't find your payee?
You may add it manually.

Add Payee Cancel

.
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ADD PAYEE PAGE OVERVIEW

Add Payee

Payee Information

L\

COMCAST

Fayee Address

Account Number

Fay From Account Flease select an account v

More Payee Options (Nickname, email and memo) -

Additional Information

What is your service address? *

What is your PIN for this biller? *

What are the last 4 digits of your Social Security Number? *

Create Payee Cancel



ADD PAYEE PAGE MANUALLY: OVERVIEW

Can't find your payee?

You may add it manually.

>»>
Add Payee Cancel v
N

Add Payee

Payee Information

Fayes Name

FPayee Address
Account Number

Pay From Account Please select an account W

Mickname |
Payee Email &
Memo

More Payee Options (Nickname, email and memo) =

Create Payee Cancel



ADD PAYEE PAGE MANUALLY: BREAKDOWN
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=*» | Test Payee
Add Payee

Payee Information

Payee Name ©0c000c000000000000000

¢ Enter the Biller's Name.

Payee Address | Enter address = AR AR

*Payee Name will appear here if it was
previously entered in the Search box.

Account Number 0000000000000 00e

Pay From Account Please select an account veeeseeccccccce

Nickname | | ececececcccccccccs

Payee Email @

.
.

Memo

More Payee Options (Nickname, email and mema) =

Creale Payee Cancel

*

Enter the Payee Address.

May utilize Google Places to find relevant
addresses for the Biller entered.

<

*

Click the options icon to the right to enter
Address info manually.

0?0 000000000000000000000000000000000000000000000

Account Number

¢ Enter the Account Number.

0 000000000000000000000000000000000000000000000000000000000000000

Pay From Account Please select an account w

®ccooce

¢+ Choose the Pay From Account from the drop
menu.

Mickname |

0000 00000000000000000000000000000000000000000000000000000000000000000000000000000000000¢0

eeeees  Payee Email @

Memo

¢+ More Payee options include:
¢ Nickname, Email, Memo



PAYEE LINE, DETAILS, OPTIONS & PAYMENT QUEUE

Al
e e = ey -
i P S C
COMCAST COMEAST = ]|
e EELTILE LSS Next payment: $45.66 on 7/1
Test Chase Checking v || Test G Edt » | ®Rush | G History

+ Each Payee Line consists of:
+ Logo
Payee Name / Nickname
Account # (last 5 digits)
Payment Type Icon
Amount field
Send On / Deliver By Date fields & Calendars
Recurring button
+ Payment History (most recent, $xx.xx on x/x)

+ Clicking on a Payee or the arrow to the left expands Payee Options which include the
following: Pay From Account drop menu, Memo / Notes field, Edit / Delete Payee drop
menu, Rush Payment button, History button.

* & & o o o

*The arrow to the left of the Payee toggles the Payee Options open and closed.

Payments Total amount
| want to Search Add Payee Recent = Pay Bills
o ! 1v $5.00

Fayments Total amount = Pay Bills
1w $5.00

+ The Payments Queue appears at the top right of the page after you enter an Amount
next to one of your Payees.

+ ltdisplays the # of Payments and a drop arrow, Total Amount of all Payments and a
Pay Bills button.

¢ Clicking the drop arrow opens a preview list of all Payments where you can view
and delete Payments from the queue.

¢ Clicking the Pay Bills button will open a Payment Review window with the header:
Pay Bills.



SEARCH PAYEES LIST

| want to Search Q Add Payee Fecent

] [ ]

Q Recent

¢ Find and Filter Payees by:
¢ Scrolling through the list of Payees.

¢+ Entering any alpha-numeric combination that is contained within one
of your Payees into the Search box.

Ex: Rotary Club of Texas can be found by typing “Club” or “tary”
¢+ Entering last 5 digits of Accounts # into the Search box.

¢ The Show: Recent / All drop menu allows the User to filter or expand
the Payees list.

*Payees that have gone without Payments for 90 days will only
appear when Show: All is active.

| want to Q Add Payee Recent
Name Amount Send On @ Est Delivery @  Recurring Scheduled Payments Q=
& _\ ALLIED 5 08M16/2019 B 082012019 & off
£ Account: ” There are no scheduled payments.
ccount: "ESTTT # No payment history
% Ew BEST BUY s = = || on
= e ST
AccountRT S 0Ly No payment history
5 B BLUE BELL $ = | of
Account: "REAM2 B No payment history
M iz COMCAST $ = = of
COMCAST MWMEAST ’ = =
Account: *-02-1 4

Nesxt payment: $45.66 on 7/1

Test Chase Checking v || Test GEdit v ORush | CHistory

¢+ Header displays the Name, Amount, Send On / Est. Delivery Date and
Recurring. Once a Payee is created it will appear below the header.



EDITING / DELETING A PAYEE

v o
COMCAST COMCAST
Account: *-02-1 4

5

Test Chase Checking v Test

¢ Click Edit in the Payee Details /
Options from the Pay Bills page
to open Edit Payee page.

Edit Payee

G Edit | ~ | ®Rush

Ot

Mext payment: $45.66 on 7/1

 History

~— »

& Edit | -

¥
W

Payee Information Payee Address

Name Nickname

COMCAST

Account Number Payee Email @
|

Pay From Account Notes
Test Chase Checking *67290 v Test

Save Delete Payee Cancel

+ Payee Name locked.
*All other fields are editable.

¢ Click Cancel to forego any changes and
return to Pay Bills page.

+ Click Save to confirm changes to Payee
template.

¢ Changes will appear on Payee Line,
Payee Details, Scheduled Payments,
and any future payments.

Address Line 1

Zip Code

07101-0069

Address Line 2

PO BOX 69
City State
NEWARK Mew Jersey v
DELETE PAYEE

¢ Click Delete Payee and Confirm to
delete a Payee.

+ Deleted Payees will no longer appear
in your Payees list.

¢ Any Scheduled or Recurring Schedules
made with this Payee will be deleted.





