
How to Enroll and Use Online Bill Pay Guide

Online Bill Pay allows Online Banking customers to pay bills from any computer.  Online Bill 
Pay customers can take advantage of the following features and services. 

*Pay bills electronically via one-time or scheduled payments.
*Have bills presented electronically within the Online Bill Pay Portal.
*Research past payments.
*Setup reminders and receive email notifications when bills are coming due.
*Pay individuals using PopMoney.  ($.50 per transaction fee applies when using this feature)

Certain Terms and Conditions apply in conjunction with use of this product.  The monthly 
service fee for eSage Bill Pay is $4.95 per month and includes unlimited transactions.  There 
for Online Checking Account customers.  

To begin enrolling in Online Bill Pay log on to Online Banking.  On your Online Banking 
homepage, select the account you wish to pay bills from, and then select “Bill Pay”. 

 

After clicking “Bill Pay” a new screen will open.  This screen will show you the email address 
that is associated with your Online Banking login.  If the email address is correct, click on the 
submit button.  

The next step is to read the Terms and Conditions of the Bill Payment Service.  At the bottom 
of the Terms and Conditions page, click the “Accept” button.  



Welcome to Online Bill Pay.  To start setting up your individual Bill Pay take a moment to view 
the demo and read the frequently asked questions.  When you are ready to begin, click on the 
“Get Started” button at the bottom of the page. 

Now it is time to start setting up the bills you wish to pay.  You can use the quick start menus 
that contain some of the most widely used service providers or you can set up your own 
providers in the “Other” section, if the person you wish to pay is not located in one of the 
menu choices.  



If you do not wish to use the quick start feature, then simply click on the “Go to the Payment 
Center” link at the bottom of the quick start page.  The payment center contains tabs that 
allow you to add new bills, check your payment history, pay private individuals, set up 
reminders to pay bills, etc. 



To add a new bill from the payment center, click on the “Add a Bill” tab at the top of the 
screen.  This will open up a window for you to select Company or Person. 

Make your selection and click “Continue.”

Read the directions and type in the biller's name and click “Search.”



Now you will be asked to enter in information about your biller and your account with them.  If 
you prefer you can manually enter all the information for your bill.  



Once you have setup your bills, you will find that a shortcut to bill pay can now be found on 
your Online Banking homepage.  This shortcut will allow you to pay providers quickly, without 
navigating through multiple screens.  

If you wish to see your bill pay history and other bill pay features, you will need to select the 
account you pay bills from and click on the “bill pay” link in your navigation bar.  



Now that you have setup the bill pay feature, you can now access it through mobile banking 
as well.  


