
 

 

 

 

 

 Bill Pay Services  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TABLE OF CONTENTS 

Overview 3 

1. Add Payee 4 

2. Editing /Deleting a Payee 5 

3. View Payments- Overview 6 

4. Scheduled & Recent Payment Widget 7 

5. Scheduled Payments Page 9 

6. Exporting Payments 11 

7. Financial Plan 12 

8.  Canceling Payments                             13 

9. Editing A Recurring Schedule                14 

10. Canceling a Recurring Schedule        15     

 

 

 

 



 
DOMINO CREDIT UNION 

Bill Pay Services  

 3 

OVERVIEW 

 

 

 



 
DOMINO CREDIT UNION 

Bill Pay Services  

 4 

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

Page. 

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

3) 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 

4) Click Save to Confirm changes to Payee template. 

5) Changes will appear on Payee Line, Payee Details, Scheduled Payments, and any 

future payments. 

a. All fields can be edited except the Payee Name. 
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3. VIEW PAYMENTS- OVERVIEW 
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4. SCHEDULED & RECENT PAYMENTS WIDGETS 
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5. SCHEDULED PAYMENTS PAGE 
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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 #   

 

 

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

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

 

 Edit 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 
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Click on the Edit Payment icon in the scheduled Payments Widget or the view All Scheduled 

Payments page to open Edit Payment Page. 

 

       
 

 

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.  

7. EDIT PAYMENTS 
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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.   

8. CANCELING  PAYMENTS 
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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. 

 

 

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.   

9. EDITING A RECURRING SCHEDULE 



 
DOMINO CREDIT UNION 

Bill Pay Services  

 15 

 

 

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 

           

 

 

10. CANCELING A RECURRING PAYMENT 


