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Disclaimer
Concepts, strategies, and procedures outlined in this guide can and do
change and may not be applicable to all readers. The content in this
guide is not warranted to offer a particular result or benefit. Neither the
author, publisher, Online Resources Corporation, nor the financial
institutions for whom they provide online bill payment services shall be
liable for any damages arising out of the use of this guide, including but
not limited to loss of profit, commercial, special, incidental, or other
damages. For complete product and service information, please refer to
the terms, conditions, and disclosures for each product and service.

Excel is a registered trademark of the Microsoft Corporation. 

Quicken is a registered trademark of Intuit, Inc. 

By Paul A. Murphy, Author of
Banking Online For Dummies®
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Welcome to Bill Pay
Online Bill Pay offers you the convenience of paying your

bills when and how you want. With Bill Pay, you have the

freedom to pay your bills any time of the day or night. Make

payments or set up recurring payments with the ability to

edit or delete scheduled payments. Once you see how easy it

is, you’ll never want to send payments in the mail again!

Bill Pay will help you manage your finances.

• Pay virtually anyone, any time from anywhere.

• Pay all your bills from one screen. 

• You choose the date you want your payments delivered.

• Schedule recurring payments so that you don’t have   

to worry about them. You control when you want 

them to stop.
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Security
Bill Pay is very safe with personalized IDs and passwords,

Secure Sockets Layer (SSL) encryption,  and other protective

procedures we have put in place. We take every precaution

possible to keep your accounts safe, but it’s a team effort to

protect yourself online.

Security and You

Security starts at your computer. Never share your ID or

password with anyone. Make sure your password is hard to

guess by combining random letters and numbers instead of

using your birth date, pet’s name or other obvious clues.

Also, never save your passwords in your computer if the

option is asked.
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Payment Guarantee
Because our bill pay service is so secure and reliable, we offer

you a 100% Payment Guarantee.  You will never pay a late fee

or penalty for a properly scheduled payment of up to $25,000.

No questions asked.    

Our 100% Payment Guarantee

If a properly scheduled payment is not received and posted on

time by the payee, we will cover any late fees or assessed

finance charges. Your account will be noted appropriately to

ensure that your credit rating is not negatively impacted. 
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Payees
Before you can make your first online bill payment, you will need to set up your payees. A payee is any

person or company that you pay including your credit cards, utilities, cell phone, or even your baby sitter

- anyone to whom you would normally send a check. Please note that there are a few types of payments

that are not allowed through this service, such as tax payments and court ordered payments.  

On the next page, we'll show you how to start setting up your payees.  Once you have done so, you can

click on the payees button anytime for detailed information on everyone you pay.

Click Add Payee to add a
new payee to your list.

View the payees that are
set up to receive
payments. Account
numbers are listed for
easy reference.

You can view how long it will take for a
payment to reach a payee. 
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Add a Payee–Option A
If you have never added a payee before, click on the payees link, then click on the Activate Bill Pay

button. To make adding payees as easy as possible, we've compiled a list of many national, frequently

added payees.  Simply click on the drop-down box under Option A to add one of these payees.  If you

add a payee this way, you only need to enter your account number, the name on the account,  and a

nickname for the payee since we have already stored all the other required payee details.  It couldn't 

be easier! 

Search the drop-down box for
the merchant you wish to pay.

On the next screen, enter the name on
your account and your account

number.  Click Add Payee and the new
payee will be added to your payee list.

7

ORCC  3/15/06  1:06 PM  Page 8



Add a Payee–Option B
You can also pay an individual or company that is not listed under Option A, such as your local utility

company or baby sitter, by adding them using Option B.

Simply enter your payee's
name, a nickname, billing
address, phone number and
your account number.

Once you have entered the requested
information, click the Add Payee button

and the payee will be added to your
payee list.

Quick Tip: Please remember to double check
the accuracy of account numbers provided.
Inaccurate information may affect 
your payments. 
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Make a Single Payment
Use this feature to make a payment to a payee–it’s just like writing a check! Enter the payment details,

click the Submit Payment button, and the payment will be scheduled. It’s that simple.
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Click New Payment from the
Payments menu.

Select here to create a 
one time payment.

Select the payee.

Confirm the payment account.

Enter the date
the payment
should be sent.
The delivery date
wll be calculated
automatically.

Enter the amount.
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Make Multiple Payments
With the Multiple Payments option, you’ll have the convenience of paying your bills quickly from one screen.

Choose the Multiple Payments option.

The Submit Payments button will schedule
all payments entered.

Select one of your payees from the drop-
down box.

Enter the payment amount and date for
each payee you wish to pay.

Click on the interactive calendar to
determine the anticipated delivery dates.
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Quick Tip: To make payments for all your month’s bills, take
advantage of the Multiple Payments option.
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Recurring Payments
For payments that occur on a frequent basis for the same amount, such as a mortgage or car payment, use

the recurring payments feature. Easily control how often your payments are made. You can quickly change

payment amounts or stop them immediately without paperwork or a phone call to your payee.
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Click New Payment from the
Payments menu.

Select the payment frequency
from the drop-down list.

Enter the first payment date,
then enter either the last
payment date, or the total
number of payments to 
be made.

Enter the amount.

Select the
Payee.

Confirm the
account from

which you wish
the payment to

be made.
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Payment Activity
Once payments are scheduled, you can view them by clicking on Payment Activity.  From this screen, you

can view payments that have been scheduled and past activity of payments.  If desired, you may also

export your data to a personal financial management program, such as Quicken®, or to an Excel® file.

Select Payment Activity.

Click Printer Friendly Format to
print for your records.

Filter scheduled payments
displayed on the page by
entering a new date range and
clicking Refresh.

View the details of your scheduled
payments here.
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Change or Delete Payments
You can also change or delete a scheduled payment. From the Scheduled Payments screen, click the

Change or Delete icon next to the payee.

Change your payment date,
amount or payment account.

To delete a payment, verify
the information and click

Delete Payment.
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Click the
Change

Payment
button once

you have
completed

the changes.
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Payment Center
The Payment Center enables you to perform most Bill Pay functions from one comprehensive screen.

Schedule payments, create payees and view your pending payments with a quick glance. Once you learn

more about the features available to you, the Payment Center becomes a flexible tool, giving you the

opportunity to quickly and easily control how your bills are paid.

Click Payment Center to
access this page from

anywhere in Bill Pay.

Choose the account from
which you wish the

payments to be made.

Make a quick payment to
any payee by entering the
required information and

then click Submit
Payments.

Click Add Payee to
establish a 
new payee.

Remember to click
Log Out when you are
finished with Bill Pay.

Click Help to get more
information about a
particular topic.

14

ORCC  3/15/06  1:06 PM  Page 15



Need Help?
Our service gives you the opportunity to use online help any time of the day or night.  Simply click on the

Help link in the upper right corner of the screen to access answers to frequently asked questions and

more.  While online, you can also send a secure message to us if you have additional questions. It is

recommended that you only send e-mails regarding your bill pay account through this e-mail feature.

This secure e-mail service shares the same high level of protection as all your bill pay information.

A variety of online services are at
your disposal and can help you
quickly make important updates
or changes to your account. 
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Send a secure e-mail
to us if you have any
bill pay questions 
or comments.
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Quick Start Tips
Set Up a Payee
1. Click Add Payee from the Payees link or Payment Center page.

2. Option A–Choose a payee from the drop-down menu and enter 

your account number and payee name and Click Add Payee.

3. Option B–Choose the payee type. Enter the payee details, 

including name, billing address, and account number and click 

Add Payee.

Make a Payment
1. Click Single Payment.

2. Select the payee from the drop-down menu and enter the 

payment amount and date.

3. Click Submit Payment.

From the Payment Center...
1. Add payees.

2. Schedule payments.

3. Check the status of payments.

4. Edit or delete scheduled payments.

ORCC  3/15/06  1:05 PM  Page 1



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


