
 
 
 
Setting Up Recurring Payments – Add Payment (1) 
 
 

 
 
 

1. Bill Pay must be previously selected.  
2. Select Add Payment from menu. 
3. No other selection is made from this screen for Recurring Payments. 

 
 
 



 
 
Setting Up Recurring Payments – Create Payment (2) 
 
 

 
 

1. Bill Pay must be previously selected.  
2. Add Payment must be previously selected. 
3. Important Information is noted regarding Overdraft Honor with a link for 

accessing the policy. 
4. Pay from account:  choose appropriate account from drop down, if applicable.  
5. Select Payee from the drop down list  
6. Enter Amount   
7. Memo – a memo can be included for a payment by Check. 
8. Save memo for future payments – select if appropriate  
9. Alert when payment is processed – select if desired – must previously set  

Options | Alerts in Online Banking. 
10. Frequency:  select option from drop down list.  Choices include One-Time, 

Weekly, Bi-Weekly, Monthly, Semi-Monthly, Quarterly, Annual and Semi-
Annual  

11. Start Date:  click the calendar icon and select the year, month, and day 
12. Expiration Date:  click the calendar icon and select the year, month, and day 
13. Payment Description:  Note for personal use, if desired 
14. Variable Payment:  select if appropriate and edit will be required before payment 

will process.   
15. Select Submit for processing or Cancel to Delete Recurring Payment   
 
 



 
 
 
 
 
Setting Up Recurring Payments – Confirmation | Scheduled Payment  (3)  
   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Important Bill Pay Details – summary at the top of the screen. 
2. Screen shows Information Message regarding the Recurring Payment.   
3. The Scheduled Payments section includes Payee Name 
4. Payment Type – Shows C for a payment by Check 
5. Payment Type – shows E for an Electronic Payment 
6. Amount of Payment and account to Pay From account  
7. Frequency is noted: One-Time, Weekly, Bi-Weekly, Monthly, Semi-Monthly, 

Quarterly, Annual, or Semi-Annual 
8. Pay On:  Date set up to process  
9. Select Option:  Drop down choices include View, Edit, and Delete  

• Processed Payments can be viewed at Bill Pay – Bill Pay History  
 
 
 
 
 


