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1. ADD PAYEE

After selecting Pay Bills in the navigation menu, select Add Payee then follow the prompts on
the screen.

1) Click Add Payee

2) Search for a Biller and select the one you are looking for or
a. Choose Add Payee to create the Biller Manually

3) Enter your Account Information

4) Click Create Payee button
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2,

EDITING/DELETING A PAYEE

Use the Search Payees function to find the payee you want to edit or delete.

1)

2)
3)

4)
5)

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

Click Cancel to forego any changes and return to Pay Bills page.
Click Delete Payee to Confirm to Delete a Payee

a. Deleted payees will no longer appear in your Payee List

b. Any Scheduled or Recurring Schedules made with this Payee will be deleted
Click Save to Confirm changes to Payee template.

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

a. All fields can be edited except the Payee Name.

~ L) s pes
COMCAST COMCAS'T $ = i @ off
BESIE IR Next payment: $45 66 on 7/1
Test Chase Checking v | Test ‘ @ Edit | - H O Rush | C History
—_— | —————
& Edit -
Edit Payee
Payee Infonmation Payee Address
Name Nickname Zip Code
COMCAST OT104-004%
Account Number FPayee Emal (3] Address Line 1 Address Line 2
| PO BOX 62

Pay From Account NotEs city State

Test Chase Checking *67530 w  Tesi MEWARK Mew Jarsey w

.
oooooooo

DELETE PAYEE SAVE
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3. VIEW PAYMENTS- OVERVIEW

™ Fay Bl Ay
a - | e PAY BILLS PAGE
N COMCAE =3 Jri]
& PayaPer 19 & &
. weerannnesan ¢ Scheduled Payments Widget
anahar e taian My Ao STATE FARM cam
B ‘iaw Vauk L]

L N T L L T T X T T

—— zesesasncenss ¢ Recent Payments Widget
- :
- -
Al AN EXPRE = *
519§ H
i
v 23 BMAIN ST T -3
+
v 1 a0 * :
A
VIEW ALL PAYMENTS PAGE
| wank 1o [}
Scheduled Total 526720 Recent
Scheduied Fayments  Tokal $267 20 Z Expan = Prnt
Fayea v Send. . v | Estim__ v | Amoumtv  FayFrom Tethod Type Recurring ~ Memo
CHABE MASTERCARD VIBA « "BRTAE 84/20 a7 1.24 Tt 0 * L | . PP coE
POINTED ARCH - *1ASDF 214020 SHE20 £5.56 Test CF & 556 = TEET G ok

s + Toggle between Scheduled & Recent Payments s

1 weand 1 [+1

Scheduisd Tatal: 526

Recsnt

Recent Payments B Expoat s Print
Payaa v Send . v | Estim_ v | Amoumlw  Fay Frem Methad Type  Rsouming  Meme
COMCAST - =021 120 TRE 5975 Tast Ch + = (=] =

MEMORY MODS - *ANTS. 41420 Ar15R20 P B Test Ch. = 5655 = + TEST °mE
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4., SCHEDULED & RECENT PAYMENTS WIDGETS

Scheduled Payments Q
Total: $37.56

COMCAST BE |
531 51 on &/20/18 7% 4 SCHEDULED
PAYMENTS

()

STATE FARM INSURANCE G T

D5 on 8/29/19 4
Recent Payments
Processed in last 90 days :

™v 0E RECENT

$3.02 on 8/15/19 i 5153 PAYMENTS

AMERICAN EXPRESS = E
4 52 on 815190 #
123 MAIN ST =

10n 711119 4




DOMINO CREDIT UNION
Bill Pay Services

A A A RS AR AR SRS A RS ARSI AR A RS AR
-

*
-

Scheduled Payments Q
Total: $37.56
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FRARREFI R

(LR EILLENE LT R RTELIN Y FELIALY)

e | COMCAST

—_—

B\

{

§ : :I ] ~ ' | : : : |5| I:_ + E AP P rSRIF AR IR FFLINFEFENAREFAAARE
E .ﬁi‘.tiii‘.bi‘it

Zae PAYMENT LINE EDIT PAYMENT

¢+ Takes User to Edit

+ Displays the Payee's Name / Nickname, Payment page.

Payment Amount, Payment Date, Payment
Type, Check Number (PAPER PAYMENTS),

Edit Payment icon, Cancel Payment icon, and CANCEL PAYMENT &O
Payment Details icon.

¢« Asks Userto
- SEARCH BOX confirm
cancelation.

+ Click the magnifying glass to activate Search box.
+ Find and Filter Payments by: PAYMENT DETAILS  pu
+ Scrolling through the list of Payments.
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+ Displays Payment
+ Entering the Payee Name / Nickname or any part Details.
contained within it into the Search box.

+ Entering last 5 digits of Account # into the Search box.

L TR e ey P ey e ey L Py P P e P P P e Y P R P PP e PR RV YRR Y s

VIEW ALL SCHEDULED

+ Entering the Amount with a decimal and without the $. PAYMENTS Beisiees
Ex: 7.71

+ Entering the Pay Date exactly as it appears. + Takes User to the
Ex: 06/26/2019 Scheduled

Payments portion
of the View
Payments page.

+ Entering the 4 digits of a Paper Payment's Check #.
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5. SCHEDULED PAYMENTS PAGE

Pay Bills

Pay with Picture I

B

— + Select View Payments from the Navigation
» Menu.

A Fevarer + Click Scheduled or Recent to toggle between
the corresponding payment lists.

Transfar Batwoon

B View Vault

= Send AGH Paymen

2= Sand Payroll Paymant
L Update my Preferences

i(7 Leave Feedback

v
v
v
v
v
Vi
v
v

G Log Off
| want to._. Q
Scheduled Total: $267.20 Recent
Scheduled Payments  Total: $267.20 2 Export & Print
Fayee + Send... v Estim... v Amount v Pay From Method Type Recurring Memo
MATTHEW 2120120 2120120 3243 “G5432 ¥ ; } - TEST m &
NUMBER 2 818120 81820 53.21 *56789 ¥ 1 - GHOST mwE
PICTURE PAYMENT 91120 9/17/20 $7.21 TestCh... i 5557 = - TEST
CHASE MASTERCARD VISA - *56789 9/14/20 917120 51.24 TestCh... ¥ = - RPPS/ ... GmE
POINTED ARCH - *1ASDF 9114120 9/16/20 36.56 TestCh... i 5561 = - TEST G mE
| want to._. Q
Scheduled Total: $267.20 Recent
Recent Payments 2 Export &1 Print
Fayee w Send... ¥ Estim... ¥ Amount w Pay From Method Type Recurring Memo
COMCAST - *-02-1 91120 9/15/20 §9.75 Test Ch... ¥ = - TEST E
MEMORY MODS - *ANTS. 91120 9/15/20 $31.51 Test Ch... = « TEST QE
JAFFE - *56789 9/08/20 9/09/20 §1.24 *56789 ¥ Fad - TEST =
COMCAST - *-02-1 812820 9/01/20 53.06 Test Ch... ¥ = - TEST E
MILA - 54789 8128120 8131720 $6.75 Test Ch... 4 ot - TEST E




DOMINO CREDIT UNION
Bill Pay Services

Scheduled Payments Page: Displays upcoming Scheduled Payments.
Recent Payments: Displays payments that were paid recently.

1) Find and Filter Payments by:
a. Scrolling through the list of payments
b. Entering the Payee Name/Nickname or any part contained withing the search
box.

c. Entering the last 5 digits of the Account # into the Search box.

d. Entering the Amount with a decimal and without the $ (ex. 7.77)

e. Entering the Pay Date exactly as it appears. (ex 06/26/2019)

f. Entering the 4 digits of a paper Payment’'s Check #
| want to. Q

Scheduled Total: $267.20 Recent

Scheduled Payments Total: $267.20 2 Export
Payee Send... ¥ | Estim_.. ¥ Amount v Pay From Method Type Recurring Memo
MATTHEW 2120020 2120020 5243 *G5432 ¥ ) - TEST (=
NUMEER 2 818/20 8/18/20 83.21 56789 ¥ ;3 - GHOST o=
PICTURE PAYMENT 9711720 9/17/20 57.21 Test Ch... i 5557 = - TEST acD
CHASE MASTERCARD VISA - *56789 9114720 917120 51.24 Test Ch... 4 = RFFS /[ ... GoE
POINTED ARCH - *1ASDF 914420 91620 56.56 Test Ch... B 5561 = TEST GomE

**Click Payee, Send on Date, Estimated Delivery Date, or Amount to sort payments.

Recurring

* Recurring Indicator- This will be check if a payment is part of a Recurring Schedule.

CBE Eqyit Payment/ Cancel Payment/Payment Details

1. Edit Payment- Takes you to the Edit Payment Page.
2. Cancel Payment- This will ask you to confirm the cancelation of the payment.
3. Payment Details- This will display Payment information.
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6. EXPORTING PAYMENTS

2 Export 2 Print

EXPORT AS

+ Determines the file
format to be exported.

s + Open the Export Options window.

FEUAFF VAP AR FE RN PR PN,

( fi £z DATE RANGE
| Export Options :
B N ‘ + Manually enter date
Export As: ! PODF L Excel L C5Y R T T E ra ngE intu thE ﬁelds or
141202 A I (— _ g select from the
Haistl e = calendars.
Filter F",'..- P;q’- e L T L T T F [T P s
CHASE2 aii B
§ (WP FILTER BY PAYEE CHECKBOX
Cloce m Sernres : ¢ Check this box to filter
: : : the Export by Payee.
’l‘iiiiil‘ii LLL1L) it..l‘iti..l‘ti‘..liii..; ; §
CLOSE BUTTOMN _ S FILTER BY PAYEE FIELD
+ Closes the Export + Downloads the ¢+ Choose a Payee from
Options window. designated Export file. the drop down to filter

the exported
document by a single
Payee.
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7. EDIT PAYMENTS

Click on the Edit Payment icon in the scheduled Payments Widget or the view All Scheduled
Payments page to open Edit Payment Page.

Scheduled Payments

Total: $37.56

COMCAST G

$31.510n 8/20M19 5 4

STATE FARM INSURANCE ©

$6.05 on 8/29/19 ¥ I #l
Pa}rment Information Payee Information

Amount Send On Est. Delivery Name COMCAST
% | 356 9/16/2020 = 9182020 =
= = Account 00574 825729-02-1
Notes Address PO BOX 69
TEST NEWARK, NJ 07101-0069
Delivery Method Send Date Est. Delivery
(@ Standard (Fee: §0) 09/14/2020 09/16/2020

Confirmation Number: 3584979

Discard Changes Cancel Payment m

1) Payee Name, Address, and Account Information is locked, all other options can be
edited.

2) Click Save to edit the Payment or Click Discard Changes to forego any changes an
dreturn to the View Payments Page.

3) Confirm Changes for the review window.

4) Changes will appear in the Payments Details in the Scheduled Payments Widget and
View Scheduled Payments Page.
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8. CANCELING PAYMENTS

A Export o8 Print

Scheduled Payments  Tolal: $32 57
PHYBE W Sond W Extm. + AMOURE w Pay Fram Mlethiod Tyne RECiTing Wlema
COMCAST - *Z0021 B2 L ) 33151 Tezd Ch... ¥ = - TEST GoE
DAKEY SMOKERS CUSTOM FIREF a3u1e 418 5254 Oithear © [l = = TEST EIE
-
—_—

Scheduled Payments I

Total: $37.56

COMCAST cmB
$31.51 on 8/29/19 4

<<

Cancel Payment

Are you sure you want to cancel ihis payment?

Payees: COMCAST
Ammount 5255
Cate 216:20

1) Click on the Cancel Payments Icon in the Payment Details / Options from the
Scheduled Payments Widget or View All Scheduled Payments page

2) — OR—

3) Click Cancel Payments form Edit Payment Page

4) Canceled Payments will be removed from your scheduled Payments, Scheduled

Payments Widget, or View All Scheduled Payments Page.
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9. EDITING A RECURRING SCHEDULE

Click on the Recurring button next to a Biller, the Edit Payments button in the scheduled
Payments areas, or the Edit Scheduled button from the Payee Line nest to a payee.

v

e
il

MEMORY MODS $ on
Account: “ANTS. & Next payment: $1.21 on 6/26 Dl'l

Test Chase Checking ~ | Test GEdit ~ ®Rush | History

M

£ Recurring Payment Schedule

Starting on 9/11/2020 a payment of $31.51 will be made once every month until | cancel this schedule

Edit Schedule Cancel Schedule

Edit Schedule

R4
¥

Recurring Payment memory Mobs

Payment Details

Payment Amount Send On Est. Delivery Pay From Account

5 | 3151 10/8/2020 = 10/14/2020 Test Chase Checking *67390 v

Delivery Optfions
Payment Frequency Non-Business Day Option

Once Every Month v Pay Previous Business Day ~

Send Payments

@ Until | cancel this schedule

O Until this date | 91412020 =

O Until payments are made

Discard Changes Cancel Schedule m

1) Click Discard Changes to forego any changes and return to the previous page.
2) Click Save to confirm changes to the Recurring Schedule.

3) Changes will appear for each payment of the Recurring Schedule under Payee
Details from the Pay Bills page and when viewing the Payment in the Widgets or View
Scheduled Payments Page.
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10. CANCELING A RECURRING PAYMENT

1) Click on Cancel Payment Icon from the Scheduled Payments Widget or View

Scheduled Payments page.
2) Choose Delete this Occurrence to stop a 1 time occurrence.
3) Choose Delete Entire Schedule to stop all future payments.
4) Click the Yes button to confirm cancelation of the occurrence.

5) The payment will now reflect the next Payment Date

2 Export

& Print

Scheduled Payments Total: $38.57

FPayee v Send .. w Estim... v Amount v Pay From Method Type Recurring

COMCAST - *29021 812919 8130019 £31.51 Test Ch.. ¥ = v

OAKEY SMOKERS CUSTOM FIREP... 813019 9/04/19 52.54 Other C._. 5101 =

Scheduled Payments
Total: $37.56

COMCAST

531

=]

: Fe

[

on 82

(%]
[d

)

STATE FARM INSURANCE ©&

05 on 32919 ¥ B

[ }]

g

Delete this occurrence

Delete entire schedule

Cancel Recurring Payment

Are you sure you want to cancel only this occurrence?

Payee: MEMORY MODS
Amount: $31.55
Date: 9/14/20

Memo

TEST




