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Get Started

Once bill pay has been enabled for the company, the bill pay administrator must log in first to enroll in
bill pay and administer to any sub users as desired.

Administrator selects Transfers & Payments then Business Billpay from the left 0
menu.

Home
" Transfers & Payments

Transfer

Loan Payment

Business Billpay

Select the primary bill pay account,
then select Enroll in Bill Pay.

< Back to Home
Bill Pay

Please select at least one account below to enroll in Bill Pay
/| Small Business Checking
Small Business Checking 7

Alerus Business Money Market

Once complete, select Continue to Bill Pay on the pop up

window. @

Enrollment Successful

You have successfully enrolled in Bill Pay.

Continue to Bill Pay

Select Get Started to enter the bill
pay system. Welcome to Online Bill Pay!

Why should | pay online? New Features
Paying your business bills online can help make your More control over your accounts payable process. The
accounts payable process more efficient and organized Payment Center brings all the critical payment tasks to one

central location to save you time and keep you organized.
You can:

Faster payments. The dynamic calendar shows you the
earliest date the biller can receive your payment. Many
payments can be made by the next day.

* make one-time payments.

* setup automatic payments for repeating bills.

= get bills delivered to yau online.

+ send detailed invoice informatian with your A simplified user interface. We've made it easier to
payments. receive and pay e-bills, set up automatic payments and

reminders, sign up for email notifications, and mare!
Click Get Started to begin paying your business bills cnline

today.
Get Started p
Business Bill Pay Customer Service can be reached at 1-800-279-3200
Security & Privacy Terms & Conditions

Copyright @ 2025, Alerus Financial. All rights reserved,
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Add a Bill | Bill History | Manage My Bills | My Accounts | Messages

Welcome Ben
Friday, September 19, 2025

Payment Center

S|

Bill Reminders ae

Pay From *1&

B = You can set up reminders to help you track
when your bills are due. We alert you of any
Befare you can pay your bills, you must first add the companies and people you electronic versions of your bills you've set up
want to pay using Business Bill Pay. After you add your bills, they are listed to0.

here. You can make payments by entering an amount and date for each bill.

To get started, you can add a bill now.
SetUp Reminders

I 4

Pending|Unapproved E‘@ 2

You have no unapproved payments for the last
45 days at this time.

To view unapproved payments that are older
than this, click the View All Unapproved

Payments link.

View All Unapproved Payments

I 4

Recent Payments Hae

You have not made any payments in the last 45
days.

View Bill History

S |

Business Bill Pay Customer Service can be reached at 1-800-279-3200

Terms & Conditions | Messages

Security & Privacy
Copyright © 2025, Alerus Financial. All rights reserved.
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Bill Pay User Administration
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m Home
Note: Bill pay will be available to all users with the same user role in Q2. = Transfers&Payments v
. . . .. . Treasury Services ~
From the business online banking screen, select Administration, then select
. . . . 8= Fraud Manag t v
Billpay Administration. e
E Reporting ~
[%c Administration ~

Click on the name of
the user to
administer.

If the user has been
enrolled, the bill pay
role will highlight
orange.

®  Admin - Useris
able to access
bill pay, add/edit
profiles, entitle

User Administration

User Roles

Billpay Administration

Update Login

Bill Pay User Rights Administration

sage guidelines:

At least one funding account (the primary funding account) must be selected when the Admin user is enrolling any additional users for bill pay.
Accounts must be revoked from regular before they may be revoked from administrators.

Accounts must be granted to the administrators before they may be granted to other users.

Changes do not take effect until you click "Submit™.

Some accounts cannot be removed from the list.

s

Admin/Role Bill Pay Role Funding Accounts

Cliff Hangar | Unenrolled IMI
N
Ben Thayer Admin 9 04
-] 2
o 20

user access to bill pay, create payees, and process payments.
m  Level 2 — User is able to access same bill pay accounts as admin. User can create payee and process

payments.

m  Level 3 - User is able to access bill pay. User must use existing payees to initiate payments. Payments
must be approved by a level 2 or admin. user to be processed.

If more than one
account is available
for bill pay, the
admin. can add
accounts which will
be available for both
admin. and level 2
users. Be sure to
Submit to save
changes between
user changes.

Click OK to retain changes.

Bill Pay User Rights Administration
Usage guidelines:
* At least one funding account (the primary funding account) must be selected when the Admin user is enrelling any additional users for bill pay.
» Accounts must be revoked from regular users before they may be revoked frem administr
* ACcounts must be granted to the administrators before they may be granted to othe
* Changes do not take effect until you click "Submit™
* Some accounts cannot be removed from the list.

Admin/Role Bill Pay Role Funding Accounts

Select All
Cliff Hangar | Unenrolled m
Deselect All

Ben Thayer Admin [] 804

] 812

] 820

onlinebanking.alerus.com says

This will save your edits in Online Banking and submit them to the

Billpay service.

Bill Pay Administration



For unenrolled
users, select the
user name
which will
highlight the bill
pay role.

Click on
Unenrolled to
display the user
level menu.

Select the
desired level,
then select the
accounts
available to that
user.

Bill Pay User Rights Administration
Usage guidelines:
* Atleastone funding account (the primary funding account) must be selected when the Admin user is enrolling any additional users for bill pay.

* Accounts must be revoked from regular before they may be revoked from administrators.
* Accounts must be granted to the administrators before they may be granted to other users

* Changes do not take effect until you click "Submit™.
* Some accounts cannot be removed from the list

User data updated successfully

Admin/Rele Bill Pay Role Funding Accounts

Select All
Deselect All

804

Cliff Hangar | Ur lled

Ben Thayer Admin

000

Note: If
selecting level 2
for the user, the
same accounts
available to the
admin. will

Bill Pay User Rights Administration
Usage guidelines:
At least one funding account (the primary funding account) must be selected when the Admin user is enrolling any additional users for bill pay.

Accounts must be revoked from regular users before they may be revoked from administrators.
Accounts must be granted to the administrators before they may be granted to other users.
Changes do not take effect until you click "Submit”.

Some accounts cannot be removed from the list.

User data updated successfully

Admin/Role Bill Pay Role

Cliff Hangar || Level 2

Ben Thayer Admin

Funding Accounts

Select All
Deselect All

804

B12

[ <M<

8220

already be enabled for the level 2 user. Do not remove an account for the level 2 user unless you want
that account to be removed from the admin. user’s access also.

If selecting Level
3 user, select
the red circle to
enable the
green check
mark for any
accounts this
user should
have access to
for bill pay.

Bill Pay User Rights Administration
Usage guidelines:

* At least one funding account (the primary funding account) must be selected when the Admin user is enrolling any additional users for bill pay.
5 b

* Accounts must be revoked from regular efore they may be revoked from administrators.

s Accounts must be granted to the adm st
* Changes do not take effect until you click "Submit".
* Some accounts cannot be remaoved from the list.

s before they may be granted to other users.

Admin/Role EBill Pay Role

Cliff Hangar | Level 3

Ben Thayer Admin

Funding Accounts

Select All
Deselect All

804
B12

820

000

Note: A level 3 user cannot create payees and must have a second person (admin. or level 2 user)
approve their bill payment transactions.

Select Submit to retain changes.

User data updated successfully

Admin/Role Bill Pay Role

Cliff Hangar | Level 3

Ben Thayer Admin

X
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Users will receive a welcome email once the administrator has submitted the bill pay role entablements.

Welcome to Business Bill Pay

e customercare20798@customercenter.net
To ©

Delete - Default (1 year xpires 9/19/2026

(D) This message was sent with High importance,

** EXTERNAL EMAIL **

Dear BEN

Congratulations! You have successfully enrolled in Business Bill Pay. This convenient service allows you to pay bills and manage tasks from a secure location online. This saves you time and allows you to focus on more important tasks, like growing your business.
If you have questions while you are in Business Bill Pay, click any Help link. For all other questions, please contact us using the instructions online in Business Bill Pay. If you need further assistance, please contact us by clicking the Messages link.

Once again, congratulations on your enrollment, and thank you for choosing Business Bill Pay!

If you did not request bill payment services through Alerus Financial and this message has reached you in error, please contact us at 877-238-7277.

Thank you for choosing Business Bill Pay!

Please do not delete this section.
Email_ID:#
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