
Bill Pay is a free service that can help you manage your payments in one convenient location. Using this service to make 

your payments can be a key element in helping you budget your finances each month. The service is easy to set up and 

use. 

 

Step 1 – Login to your online banking account and click on Bill Pay located within the green bar. 

 

 

Step 2 – Review and accept the disclosures. Click here for a printable copy. 

 

 

 

Step 3 – Set up a Payment - Xcel Energy for example. 

 



Step 4 – Xcel is a well known payee so the company is recognized within Bill Pay and set to pay electronically already. 

 

Step 5 – Ready to Make Payments 

 

 

 

 

 

 

 



Step 6 – Schedule Payments – You can schedule a one-time payment (shown below) or you can click on “autopay” and 

set up a reoccurring payment. 

 

Click on any Payee to locate this menu to access all details pertaining to a specific Payee.  

 

 

Bill Pay payments will be sent one of two ways, by check or electronically. If the payee accepts electronic payments, the 

payments will be sent electronically because this is the fastest and most efficient way to process payments. Electronic 

payments typically post to the bill you are paying in 2 to 3 business days. If the payee doesn’t accept electronic 

payments, the payment will be sent as a check and typically takes 5 to 7 business days to post to the account you are 

paying. 

 

Bill Pay will allow you to set up other bank accounts as Payees so you can send funds to another person or another bank 

account you may have. Simply set up the other financial institution as a Payee and use the routing number and account 

number of the account you are sending the funds to. 


