Getting Started
With Online Bill Pay

An Easy-To-Follow
Instructional Guide
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Infroduction to Online Bill Pay

Paying your bills online is the most convenient and secure way to handle this otherwise tedious time-consuming task today.
Convenient because you can schedule payments to anyone—even an individual—anytime day or night, 365 days a year.
Secure because your payments are guaranfeed to be paid by the day you choose and fhere is no risk of your payment
getting lost or stolen in the mail. This instructional guide is your road map for getting started with online bill pay. From setting
up your first payee to managing payments—everything you need is here. There are many benefits to paying your bills online:

* Flexibility: Pay anyone, from your mortgage company to your babysitter
« Convenience: Log in from any computer, anytime day or night

= Security: Account information is protected at all times

* Assurance: We guarantee your payments will arrive on time

* Time-savings: No more check-writing or going to the post office

* Frugal: Save up to $60 dollars a year in postage

* Control: You choose the day you want your bill paid

* Freedom: Sef up no-hassle recurring payments

* Peace of Mind: Never forget to pay a bill

« Better Credit: Paying bills on time may help improve your credit score



Security and Guarantee

Peace of mind is perhaps one of the greatest benefits fo paying your bills online. You don't have to worry about payments getting
lost or stolen in the mail, and you can rest assured your payments will arrive on time—something the credit bureaus really like!

100% On-Time

Payment Guarantee

In fact, we're so confident your properly scheduled payment will arrive on time, we guarantee you will never pay a late fee or
penalty. Ask us for additional details.



Dashboard Overview

When you first log in, you'll be presenfed with this user-friendly overview which allows you to quickly review your account
information and schedule payments.

l o Al Pay Accouni Services
Oremravira

o‘,n"lew Lt Lagen | SACE0CT Y1 ) A PO

Coarruom Buasinn | JETRINTT T8 35 B POT P
Pantgriep
—— =
AT e | s Use Quick Links to add a
Sats & Pt Payee or make a payment

e — e —_ - ¥ from any window
Delwar By « L Prme Ammun] Pallee 1007%, rermewr s ten
ez m Duse — o From this window you can
B oy G L £ select the Bill Pay tab to
— o dmns seoitend . manage your Payees, pay
eas b b= et ] Ll ] 2= . 2
S S s 2 bills, and review scheduled

R e and processed payments.

' The Account Services tab is
oo ] where you can modify your

profile and find resources
such as Online Help and
information on how fo
contact us.




Setting Up Payees

The first step toward making online payments is to add Payees. A Payee is simply an individual, business, or an institution you

need to pay.
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the Payees, like “Braces”
and "Gas Card.” When
you add a Payee, you'll
have the opportunity
to nickname each one.
Also note the View, Pay
and Edit links. These
allow you to review and
edit Payee details, make
payments or delete the
Payee entirely.
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Setting Up Payees - Continued

To add a new Payee, simply click Add Payee
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The first option allows you fo quickly add a Payee from a list of widely recognized merchants. To add one of these Payees, simply

select it from the drop-down list. Then, just fill in the details, which you'll find on your last bill. Then click Submit, and your Payee has
been added.

Select Another Business to add a business or institution that is not already on our drop-down list. Simply fill in the details, like
account number and address, and submit. Finally, select the third option to add an individual to your list of Payees. This screen is
the same as adding a business—all you have to do is nhame the Payee, fill in the details and click Submit.
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Making a Single Payment

The Payment Center makes it easy fo schedule a single, multiple or recurring payment.
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To make a payment, select the Payee you'd like to pay from the drop-down menu, enter the amount of your payment, the date you'd
like the payment delivered, and the account from which you want the funds drawn. You can also add a memo for your records. The
memo information will not be sent o the merchant. Then press Continue.

The Review Payments screen allows you fo review and edit your payments before submitting. Once you have confirmed your
payment information, select Submit.



Making Multiple Payments gy
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Scheduling a Recurring Payment

For bills you pay the same amount every month, like your morfgage, insurance or a car paymenf, you can save fime by
scheduling Recurring Payments. After entering the payment amount and first delivery date, simply click the frequency link in
either the Single Payment or Multiple Payment window.
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Select Recurring Payments and choose the frequency with which you want your bills paid. You can then specify either the total number of
recurring payments that you would like made or simply specify the end date. Select Continue. On the next screen confirm the amount
you want to pay each time and select Continue. On the final screen, review payment information and select Submit.



Payment Confirmation and Payment Activity

After scheduling your payments, the Payment Activity window confirms that your payments have been successfully scheduled along
with your previously scheduled and processed payments.
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On this page you can see the dates that your payments will be senf and delivered, the amount fo be paid to each payee, and the
account from which the funds will be drawn. You will see if a payment is scheduled to recur and be given a reference number for
that transaction. From this window you can edit a scheduled payment provided the Send On date has nof passed.



Payment Confirmation and Payment Activity - Continued

From the Processed Payment secfion, you can even export payment data to other personal financial management fools like
Quicken®. You can also change the date range of processed payments by selecting Viewing on the top right of the Processed

Payment section.
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Modifying a Scheduled Payment

Once you've set up your payment schedules, you sfill have complete control over your online bill paying account. At any time day

or night, you have the access and ability to modify or delete a payment that hasn’t been processed. Go to the Payment Activity
screen and locate the payment you would like to change.
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Select Edit, and from the Change Scheduled Payments screen, enter the correct amount, date or the payment account. You can also
delete a scheduled payment from this window.



Account Services and Help

When you need help or have questions, answers are right at your fingertips.
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From the Account Services tab, you have the ability fo manage your personal profile, find online help, and send secure messages
regarding your account. Sending messages through Account Services provides you the same security as when you pay bills.
Additionally, when we have important information fo share, you will see an alert in the Message Cenfer.



