
Setting Up Payments: Add a Payment  

Add Single One Time or Recurring Payments: 

1. Select Account to Debit from the drop down list.  
2. Select Payee from the drop down list.  
3. Enter Amount to process to the Payee.  
4. Alert, if chosen will trigger a message in your Online Banking when 

our Processor sends the payment.  
5. Add Memo to Check Type Payments, if desired.   
6. Select Frequency – One-Time, Weekly, Bi-Weekly, Monthly, Semi-

Monthly, Quarterly, Annual, and Semi-Annual.  
7. Click Submit to complete payment set up.   

 


