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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 
menu. 
 
 
 
 
 
 
Select the primary bill pay account, 
then select Enroll in Bill Pay. 
 
 
 
 
 
 
 
 
 
 
Once complete, select Continue to Bill Pay on the pop up 
window. 
 
 
 
 
 
 
Select Get Started to enter the bill 
pay system. 
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Bill Pay User Administration 
Note: Bill pay will be available to all users with the same user role in Q2. 
 
From the business online banking screen, select Administration, then select 
Billpay Administration. 
 
 
 
 
 
 
 
 
Click on the name of 
the user to 
administer.  
If the user has been 
enrolled, the bill pay 
role will highlight 
orange. 
 
 Admin – User is 

able to access 
bill pay, add/edit 
profiles, entitle 
user access to bill pay, create payees, and process payments. 

 Level 2 – User is able to access same bill pay accounts as admin. User can create payee and process 
payments. 

 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. 
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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.  
 
Note: If 
selecting level 2 
for the user, the 
same accounts 
available to the 
admin. will 
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.  
 
 
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. 
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Users will receive a welcome email once the administrator has submitted the bill pay role entablements. 
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