
Add a Payee

When you add a new bill, select the “Add a Company or Person” button.



Add a Payee

From here you can select whether you are paying a company or a person.



Add a Payee

If you are paying a company, select the category. For example if you are paying 
your electric bill, select “Utilities.”



Add a Payee

If your bill is listed, select the icon and then proceed to fill out the account 
information. Once finished, select “Add.”



Add a Payee

If you don’t see your billing company, you can select “Other Company.”



Add a Payee

If you select, “Other company,” type your billing information into the Bill Pay 
system. This information is found on your bill. Click “Add” when finished.



Add a Payee

If you are paying an individual, select the “Person” tab at the top. Fill out the 
information and select “Add” when finished. When you pay a person through Bill 
Pay, a physical check is mailed to their address.


