
Setting Up Payees: Electronic (1) 

1. Select Payees from the Bill Pay menu.  
2. Click Add Payee 

Setting Up Payees: Electronic (2) 

1. Enter name of payee. Note: A payee cannot be added without first performing a 
search.  

2. Click Submit.  

 

Setting Up Payees: Electronic (3) 



1. Select Payee from search results list.  

• Choose carefully referring to the address on your latest Payee's statement.  
• A wrong choice could delay payment.  
• If in doubt, or if your Payee is not listed, click Click Here to access the Setting Up 

Payee Check screen.  

 

Setting Up Payees: Electronic (4) 



1. Complete Electronic Payment screen using Payee information from your most 
recent Payee statement.  

• Payee Alias is the display name reflected in the Add Payment or Quick Payment 
sections. It does not appear on the check  
issued to your Payee.  

• If account number does not match the Payee's required format, a message will 
display and Payee should be set up as  
a Check Payee.  

• The Payee Address is not always included in the search results. Complete, if 
missing. 


