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Overview

Electronic Bill Payment allows business users to make payments to any business, person, or
entity anywhere within the United States. In addition to bills received through the mail, users can
also request and pay electronic bills from any biller that can present them. Reporting options
allow users to view scheduled payments, payments in process, payments made in the past,
payments cancelled by the user, and payment activity information can be exported to Quicken.

Process

The Bill Pay transaction process transfers funds from a user’s account to a payment recipient.
Funds are withdrawn from the user’s account via an ACH debit or via a check written against
the account.

Benefits

Have payments sent the next business day or set future dates to have your payments
sent.

Set up automatic payments.

Request electronic bills to replace paper billing.

Make single payments to any biller or multiple payments at the same time.

Save money on check printing and postage expenses.

Associate invoice and discount information with single payments.

Monitor your transaction history.

Approve payments created by users with system validations that require approval.

Bill Payment Guide | January 2024 Page 3



Accessing Bill Payments

To access Bill Payments, select Payments & Transfers.

R s Contact Us | Aleris | Profile Log Cut
Last log in: Feb 14, 2010
' ' Greenfield

Savings Bank

m Accounts Payments & Transfers Checks & Deposits Administration

(@ Greenfield Savings Bank offices will be closed on Monday, February 18, 2019 in observance of Presidents Day

Alerts A vanage Alerls pay Or Transfer

You have no unread alerts.

Accounts [# Edit Accounts s Print
Checking 5507 Available Balance

sar5EOT $46.68 Recent
Vacation Account Available Balance

,,,,, 20957 $14.00 Recent «»

Show All Accounts w

Positive Pay Go to bill pay
Positive Pay Account Client Id Current Day Exceptions
Checking 5507 Account has no exceptions today

Quick Launch

When you click on Bill Pay from the Payments & Transfers page the self-enroliment will display.
Fill out all required fields to complete the enrollment process.

Home Accounts Payments & Transfers Checks & Deposits Administration

Payments & Transfers

[ 1 £

Bill Pay Enrollment

Online bill payment helps you quickly pay bills using online banking

Complete the following to enroll in online bill payment.

Date Of Birth *

Phone Number *
Including area code (10 digits)

Security Question *

Security Answer SHOW

* Indicates required field

roll

Help Member FDIC  Member DIF  Equal Housing Lender
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If you have already selected a Security Question or entered a phone number or used your Date
of Birth as a security question you will just have an enroll button.

Once you select Enroll a confirmation will display. Click Go To Bill Pay.

Bill Pay Enrollment

Your enrollment has been submitted successfully. Go to bill pay.

Until Billers are added, the user will see a welcome page:

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
+ make one-time payments. earliest date the biller can receive your payment. Many
+ set up automatic payments for repeating bills. payments can be made by the next day.
- get bills delivered to you online.
- send detailed invoice information with your A simplified user interface. We've made it easier to receive
payments. and pay e-bills, set up automatic payments and reminders,

sign up for email notifications, and morel
Click Get Started to begin paying your business bills online

today.

Get Started P

Business Bill Pay can be reached at 1-844-842-7264 between the hours of 7:00 AM - 1:00 AM ET, 7 days a week

Security & Privacy Terms & Conditions
Copyright @ 2016, Greenfield Savings Bank. All Rights Reserved.

Click Get Started.

Bill Payment Guide | January 2024 Page 5



You are brought to the Payment Center.

@Greenfield
Savings Bank

Welcome Loius Yates
Friday, February 26, 2016

Help | Sign Out

eVl el Add a Bill | Bill History | Manage My Bills | Messages

Payment Center
Pay Bills

Pay From Payroll 55... *15507
Available Balance $7.21

Before you can pay your bills, you must first add the companies and people you

want to pay using Business Bill Pay. After you add your bills, they are listed here. —
You can make payments by entering an amount and date for each bill. Bill Reminders —ae@
To get started, you can add a bill now.
You can set up reminders to help you track when
your bills are due. We alert you of any electronic
versions of your bills you've set up too
Set Up Reminders
e ———
Pending | Unapproved =3l @
You have no unapproved payments for the last 45
days at this time.
To view unapproved paymenis that are older than
this, click the View All Unapproved Paymenis link.
View All Unapproved Payments
Recent Payments =]
You have not made any payments in the last 45
days.
View Bill History
= |
At the top of the page, the following buttons are displayed:
=TT Add a Bill | Bill History | Manage My Bills | Messages
Payment Center
The Payments Center page consolidates the user’s bills once bills have been established. The
Payments Center provides the user the ability to sign up for, view, and pay
electronic bills, make payments, sort billers, and view bill reminders.
Page 6
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Add a Bill

A new user who has not yet created any billers or bills will be directed to the Add a Bill page in
order to add corporate or individual payment recipients.

Bill History

The Bill History page allows the user to review their bills and payments for the last 180 days (6
months), including electronic bills and the bills they pay automatically. The user will also be able
to see the status of an electronic bill or payment. There are many ways to sort the data
depending on what the user is looking for.

Manage Bills

The Manage Bills page allows a user to add automatic payment options, set up bill
reminders, and update biller information.

Messages

The Messages feature provides a way for you to send and receive messages about your bill
payment service.

Payment Center

Add a Bill

Users who have not yet created billers or bills will be directed to the Add a Bill page, where
they can add corporate or individual payment recipients. When additional billers are to be
added, the user may click the Add a Bill button to create new billers.

The user has 2 options, and selects a radio button based on the payment recipient.

Add a Bill

M

To start making payments, select the type of bill you want to add, and click Continue. More about who | can pay...

Who do you want to pay? () company
) Person

Continue | Cancel
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Adding a Company

Select the Company radio button.

Search

Biller Name | |
As it appears on bill

To find the company you want to add, enter the information and click Search. We'll try to find an address match for you.

Ifyou prefer, you can enter all the information for your bill.

Search | Cancel

Use the search feature to locate your Biller Name, enter the Biller Name as it appears on the

bill.

If a match is found, you will be prompted to enter the account number and biller zip code.

Add a Bill

information must be accurate to ensure that your payment is credited on time and to the correct account.

Asterisks (*) indicate required information.

* Biller Name National Grid

Nickname | |
What should | fype?

* Account Number | |
What if | don't have an account number?

* Confirm Account Number | |

*BillerzZIPCode [ |-[ |

Where you would mail payments
KEXKX-XXEX

If you prefer, you can enter all the information for your bill

Add Information for a Company (2]

We found a match for national grid. Please enter your account information as it appears on your statement or bill. Your account

Add Bill | Cancel

If no match is found, you will be prompted to enter the information for the biller.

Bill Payment Guide | January 2024
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Add a Bill

Asterisks (%) indicate required information.

* Biller Name [nail hagges

Nickname |

What should | fype?

* Account Number |

What if | don't have an account number?

* Confirm Account Number |

* Biller Address 1 |

‘Where you would mail payments

Biller Address 2 |

* Biller City / State [State

*BillerzZIPCode | |- [ |

-0

* Biller Phone Number (| [} -| | -

(20300 )00 =200

Add Additional Information (2]

We did not find a match for mail hagges. Please enter the information for the company you want to pay. Your account information must
be accurate to ensure that your payment is credited on time and to the correct account. This information may appear on a bill or invoice
you've received. You can also search for another company.

Add Bill || Cancel

Once the user has entered the required information, they click Add Bill to make the bill available
for payment by all authorized users at their site.

Adding a Person

The Person radio button allows the user to make a payment to an individual. When this option
is selected, the user enters the information needed to make the payment: recipient name,
address, and phone number.

Bill Payment Guide | January 2024
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Add a Bill
Add a Person to Pay (2}

Please enter the information for the person you want to pay. Your account information must be accurate to ensure that your payment is
credited on time and to the correct account. This information may appear on a bill or invoice you have received.

Asterisks (*) indicate required information.

* First and Last Name | |

Nickname |
What should | type?

* Address 1 | |
Where you would mail payments

Address 2 | |

* City / State| || State v

* ZIP Code | |- | |
AXXXX=XXXX

* Phone Number ) - | |
(XXX)XXX-XXXX

Add Billl Cancel I

Fill in each required field and select Add Bill.

Signing up for Electronic Bills
Electronic bills are the electronic format of a paper bill normally received via the mail.

If the Biller offers Electronic Bills, the user will be prompted to sign up after they have added the
Biller.

NOTE: If the user does not wish to sign up at this time, they can do so later from the
Manage Bills page.
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Add a Bill

Company Added (7]

You've just added AT&T Mobility to Business Bill Pay, and we've saved your information. For security reasons, we'll send an email
confirmation

Payments 1o this biller are automatically categorized as Cellular in Bill History. To change this category, go to Manage My Bills to update
the biller's information

You can sign up o receive an electronic version of your bill through Business Bill Pay. To leam more, you can view our demao.

ATET Mobility We can send payments electronically to this biller, which
08935 makes the delivery of your payments faster.
Address on File |

Click Here to |.Eﬂrl;l More. =

Click Add Another Bill to add another company or person to pay, or click Finished to go to the Payment Center and pay your bills.

Add Another Bill | Finished ]

To add an electronic bill the user should:

1. Provide the information required by the biller in the fields marked with asterisks.

2. Provide an email address if the user wishes to receive the bill via email. If no email
address is designated, the user may sign up for electronic billing later under Manage
Bills.

3. Verify the corporate address to where the biller is associating the bill.

4. Click the Add Feature button.
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Add a Bill

Add an Electronic Version of My Bill [ 2]

View demo o learm more

To add an electronic version of your bill, which you can view in the Payment Center, enter the information required by AT&T Mobility and
click Add Feature.

Please enter your 9 or 12 digit AT&T Mobility account number as printed on your statement

Asterisks (*) indicate required information.

"Account Number [*0g035

“Your S-digit billing ZIPcode | |

In addition to seeing your bill in the Payment Center, each time a new bill ammives, you'll receive a text email notification with summary
information such as the amount due and due date.

() Motify me by email when the first bill amives,
() Don't notity me by email when the first bill armives.

*Email Address ainman@greenfieldsavings com

This biller requires your email address when you request an electronic version of your bl

The name and address below should match the biller's records for the name on the account and the address where the biller is providing
senvice. Enter any changes necessary to malch the information on your bill.

* First Name/Middle Initial [Louis 1]
* Last Name [Yates !

* address 1 |1331 Sunnybrook Rd |

Address 2 | ]

* ity |[Knoxville |
* State/ZIP Code| TN - Tennessee v| 37914 |- ]

Thank you for your interest in receiving a AT&T Mobility E-Bill. Upon enroliment you will no longer receive a paper statement. If you do
not have a password you will need to register your account at www att comimywireless

[ Add Feature | §ancel |

The user is prompted with a message advising them that the Electronic Bill request has been
submitted.
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Add a Bill

Add an Electronic Version of My Bill (2]

Your request to add an electronic version of your bill has been sent to the biller for approval. It may take a week for the biller to process
your request. You can pay AT&T Mobility at any time on the Payment Center, even if you haven’t received your first electronic bill.

You should receive your first electronic bill in one or two billing cycles. Look for the electronic bill icon, which you can click to view and
pay your bill.

Finished

"y

-

Upon returning to the Payment Center page, the Bill icon is displayed next to the biller.

Payment Center

Pay From  Payroll 55... *15507
Available Balance $7.21
Add/Man roups
[-] Unassigned Billers
Biller Name Amount | Pay Date
ATET Moblity 5| Il | B
g:gegﬂe[d Savings Bank ¢ | | | B
:ﬁ:lgz;ﬂn Communications $| [l | [
Make Payments |
\ >,

NOTE: When an Electronic Bill is activated for a biller, the user will not be able to activate
Automatic Payment (for the Electronic Bill) until the first Electronic Bill has arrived.
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Making a Payment

Once billers are added, payments can be made from the Payment Center page. The
user can either manually enter the payment date or use the Dynamic Calendar.

The user can either make a single payment to one biller or make payments to multiple billers at

one time.

s O] Add a Bill | Bill History | Manage My Bills | Messages

Welcome Loius Yates
IMonday, February 29, 2016

Payment Center

Pay Bills (7]
Pay From Payroll 55... 15507
Available Balance $7.21
Add/lManage Groups
[-]1 Unassigned Billers
] _ &)
Features Biller Name Amount Pay Date R g @ _
s  ATST Mobilty $| | | [E
— ‘ _ You can set up reminders to help you track when
Greenfield Savings Bank 3 | | | your bills are due. We alert you of any electronic
3 versions of your bills you've set up too.
Verizon Communications $| | | |
+43191
Set Up Reminders
Make Payments
Pending | Unapproved =[O &
Preferred Account

The Pay From field on the Payment Center page displays the account to be debited by

the payment. The user can choose an account to be their preferred account, displayed first in

the Pay From drop-down list.

When the preferred account is selected from the Pay From drop-down list, the words

“Preferred Account” are displayed beneath the field.

Bill Payment Guide | January 2024
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Payment Center
Pay Bills (2}

Pay From |Checking 5. *5507 ¥ |

Preferred Account
Available Balance 550.00

Add/Manage Groups

[-]1 Unassigned Billers

Features | Biller Name

Amount |

Pay Date

Melanie Johnson

8| |

=

Add Invoices

Make Payments |

o

If the user chooses to change their Preferred Account, they may select the non-preferred
account from the drop-down list and click the Make Preferred Account checkbox. Once a
payment is scheduled, the new account will be flagged as the Preferred Account and be

included first in the drop-down list.

=

| Vacation A *2257 vw
i

| IMake Preferred Accoun
Available Balance 51468

Pay Fro

Add/Manage Groups

Payment Center
Pay Bills (7}

[-]1 Unassigned Billers

Features | Biller Name

| Amount |

Pay Date

Melanig Johnson

§ | |

=

Add Invoices

Make Payments |

A

4
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Dynamic Calendar

Payment Center

Pay Bills (2]

Pay Frem  Payrell 55... *15507

Available Balance $7.21

Add/Manage Groups

[-] Unassigned Billers

Features Biller Name

AT&T Mobility
ﬂ *08935

21212

43191

Greenfield Savings Bank

Verizon Communications

Amount Pay Date

Bill Reminders

3 | | 111}

Add Invoices

3] | | B
3 | | |

Make Payments

February 2016 =
SMTWTFS

12 3 4586
7 8 910111213
141516171819 20
212223242526 27
2829

March 2016
SMTWTFS

123 45
6 7 8 9101112
131415161718 19
20212223242526
2728293031

Blue dates are available

% \
P [’E rs o help you track when

leminders

er| you of any electronic
V2 set up too.

Q@-!'*

[=}

ayments for the last 45

mznts that are older than

naoproved Payments link.
Ied Payments

Q@-?-4

payments in the last 45

Qday‘s Date in Bold J

Along with the biller name and amount of the payment, user will select a Pay Date when

scheduling payments.

Payments for some billers can be processed on the SAME DAY or NEXT DAY. The dynamic
calendar feature will show which billers have this feature available.

The cut-off time for scheduling standard payments is 5:00PM EST. Next-day is 3:45PM EST.
¢ Dates shown in blue are eligible dates for payment to the associated biller.
e Dates shown in gray are unavailable.
e The current day’s date is displayed in bold.
e If the user has set up a Bill Reminder Due Date for the biller, it will show the due date with

a red square around it.
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Adding an Invoice to a Payment

As many as ten (10) invoices can optionally be associated with a single payment made by draft
check.

When the user tabs to or clicks the Amount or Pay Date fields, an Add Invoices link will be
displayed beneath the Amount field.

NOTE: Invoices cannot be attached to electronic payments. If invoices are added to the
payment, the payment, including all invoice information, will be remitted by draft check via mail.

If an invoice is attached to the payment, the Pay Date will change to reflect the need for
a draft check. Draft checks require at least four (4) business days for processing, even if
the biller accepts next day payments.

Payment Center

Pay Bills (2]

Pay From  Payroll 55... *15507
Available Balance $7.21

Add/Manage Groups
[=] Unassigned Billers
Features Biller Name Amount Pay Date
ATET Mobili s
)  AT&T ty $| | | |
Add Invoices
Greenfield Savings Bank 1208
Greer sC___ 1| |
Verizon Communications 25
st sL___1| L
Make Payments |
Y Py
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To add an invoice, a user will:

1. From the Payment Center page, click Add invoice. The Manage Invoice Information
page will be displayed.

Add invoice information.

Click Add Invoice to add the invoice to the payment.

If desired, add additional invoices by clicking the Add an Invoice link.

Click Save.

abrwd

Payment Center

Manage Invoice Information (7]

Biller Name: AT&T Mobility

Total Amount: $0.00 The total is automatically calculated by adding the amount of each invoice.
Invoice Information
Invoice Number Amount | Description Action

You have not added any invoices to this bill.

Invoice Number Amount Description
] o § I |
Discount: § | | |
Add Invoice || Cancel |
Save Cancel
\ J

Payment Center

Manage Invoice Information (7]

Biller Name: AT&T Mobility

Total Amount: $ 90.00 The total is automatically calculated by adding the amount of each invoice.
Invoice Information
1234567 $100.00 Marcus Simon Change | Delete
Discount  $10.00 New Service

Total:  $90.00

Add an Invoice

_save || Cancel

L. ”
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Scheduling the Payment

Once a dollar amount, pay date and invoice (if applicable) have been added, the user clicks the
Make Payments button on the bottom of the Payment Center page.

The user will have the opportunity to review the newly-scheduled payment. At that time, the
payment can be confirmed, edited or cancelled.

Pay Bills

You're making payments for the following bills. Please review the information and click Submit Payments.

Unassigned Billers

Biller Name Account Amount Pay Date
ATET Mobility Payroll 5507 *15507 $90.00 03/03/2016 .
“baoss Check Number: |:|
Total: $90.00

Submit Payments | Make Changes | Cancel |

On the review screen a user may elect to add memo information or a check number to the
payment in the appropriate fields.

Payment Memo
The Memo field is a 34-character field that the user can edit for any payment that will be
processed as a check. The memo and the account number will be printed on the check.

-NOTE: If the payment is to be processed electronically the field will not be visible.

Manually Specifying a Check Number

In the Check Number field, the user may enter a reference number for the payment. If no
number is manually entered, the system assigns a number. The number is printed on the check
that is sent to the biller. If the payment is sent electronically, the check number is replaced by a
transaction number.

Bill Payment Guide | January 2024 Page 19



Submitting the Payment

The user clicks the Submit Payments button to submit the payment. The Payment
Confirmation page is displayed.

NOTE: Depending on the user’s level of authority, payments may require approval before they
can be processed.

From the Payment Confirmation screen, the user will be able to:
¢ Print the confirmation of the payment just scheduled.
¢ Add a note to the payment for reference.
e Write down the confirmation number for the payment.

Adding a Payment Note
Pay Bills

You've paid the following bills. If you want to keep any additional information on file with the bill, click the Note link

Unassigned Billers

Biller Name Account Amount Pay Date Confirmation
AT&T Mobility Payroll 5507 15507 $90.00 030372016 KELVN-GMOLD Note
*05935
Check Number: 1245
Teotal: §90.00
Finished

e

From the Payment Confirmation page, a note of up to 256 characters in length can be added to
any payment. Payment notes are for use within the application and will not be printed on any
checks or remitted to the Biller. Notes are viewable from the Bill Detail screen.

You can add a note for your own use that we keep
on file with the payment. You can view a note
you've entered on the Bill Detail page.

_OK | | cancel
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Pending Payments

P

Pending | Unapproved Haa

Biller Amount Pay Date
ATET Mobil... 5% $90.00 03/03

08935 Change Cancel
Total: $90.00

'

The following apply to the Pending Payments pane:

o The user can view unapproved payments by clicking the Unapproved hyperlink.

¢ Once a payment is scheduled, it appears on the Payment Center page under the
Pending Payments section.

e Users with the appropriate validations can cancel payments from this section. Pending
payments can also be cancelled from the Bill Detail page.

o If appropriately validated, the user may change the payment if it has not yet begun
processing.

To change a payment the user will:

1. From the Pending payments pane click the Change hyperlink associated with the
payment to be changed.

2. Make the necessary changes (e.g., date or dollar amount)

3. Click Save Changes.

4. Confirm the changes by clicking Finished.

Payment Center

You can change the pay date, the amount, and the account this bill is paid from

Biller Name Confirmation
ATE&T Mobility KBLVN-GMOLD Cancel This Payment

Pay From Payroll 55... *15507
Pay Date |
Amount $
P —

Check Number 1245

Save Changes | Do Not Save Changes

Invoice Information Total Ameunt: $90.00

1234567 $100.00 Marcus Simon
Discount $10.00 New Service

IManage Invoices

Total:  $90.00
Audit Information
Initiated By Initiated Date Modified By Modified Date Approved By Approval Date
yates 2/29/2016 lyates 22912016 yates 2/29/2016

Payment Center

You've just changed your payment to AT&T Mobility. Click Finished to return to Payment Center.

Biller Name Account Amount Pay Date Confirmation
AT&T Mobility Payroll 5507 *15507 $90.00 03/04/2016  KELWN-GMOLD
Check Number: 1245
Memo:
Finished
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Unapproved Payments
Only users with the appropriate validations may approve payments.
|

|

WD -AMERL... £3200.00 06/12

hgﬁ‘ﬁ]ld’
E.ill.ler Amuurﬂ . F"a-].r ﬁate

—ﬁlﬁnnrwe Change Cancell

Past Due Unapproved E'ayment

Total: §300.00

To approve a payment the user will

1.

2.

From the Pending payments pane, click the Unapproved hyperlink. Unapproved
payments are displayed.

Click the Approve hyperlink associated with the payment to be approved. If the payment
was not approved in time to allow for the required processing time, when the payment is
approved, the pay date will change to the earliest available date. A message is displayed

to advise the user of the change.
3. Click the Approve Payment button.

Paymeant Center
" Cenfirm Apprava Payment E"l
Yo are shouit approe the i lowin o payment. Bev s yourpayment information 2nd click Approwve Pagment
Hiller Hame Accourd . AmioLn Pay Date Instiated By
WD -AWERICAH HEATING & AR CORD Test13121 §200 OEMEIZD07** QeF 4275 jh2
Check Mumber: 56749
Total: §20no.on
—_—
~ Bera uge youlve approving this payment after the ey date has passed, the pay dats has been adjustadta fail on the nest evailable
b ines s day
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Changing an Unapproved Payment

If authorized, the user can change scheduled payments that have not started processing, if the

payments use a confirmed account.

To change an unapproved payment the user will:

1. From the Pending payments pane, click the Unapproved hyperlink
2. Click the Change hyperlink associated with the payment to be approved.
3. Make the necessary changes (e.g., date or dollar amount).

4. Click Save Changes.
5. Confirm the changes by clicking Finished.

| Payment Centar

@

| b

WO Lan change the pey date, the 3 mount, and e aceounttnes ol s pald rom
| Biller Name CotTIrmation
|| WD B MERICAR HEATING & &R COME Bl 9 -0 O Cancel this payrhe ot

Pay From Account | TRsi*23723 |
PayDate (16122007 FE
Payt At 30000
Riermn
Check Number: 5675

Invaice Information
| Total Amount : 0.00
| Irmimice Humiser Aok Desrijiion

You hawe not adided amy imaices to this bill,
Andit Information
= Lasi
Initiated By e Last Molified By Modified Rppr e By Angrnel
Date Diale Diate
||et1275 bz BE00T ef 4276 jb2 it 2a007
— I Sae Changes || Save and Approve | o Mot Save Changes | I

If authorized, the user can cancel payments that have not started processing. To cancel an

unapproved payment the user will:

Click the Cancel Payment button.
Click Save Changes.
Confirm the changes by clicking Finished.

aobrownN=

From the Pending payments pane, click the Unapproved hyperlink.
Click the Cancel hyperlink associated with the payment to be cancelled.

Once the payment has been cancelled, its status changes to Canceled. Canceled payments can

Paymant Canter

Ta stop this papmient from prac essing, tlick Cancel Payment Changethis pvrent

Biller Harme Aceoumnt Amoum Py Diate Condirtnation
MIDE-AMERICAN HEATIMNG & AR COMND Tasl*21123 30000 DEAZ2007T  EMIN-GLDAN
Memmo; Check Bumber: 5579

*—bl Cancel Payment | Do Not Cancel Payment |

Inseice Information
Tatal Amaant : (.00

Invuice Murfibog Aminunt Description
Audit Information
Intiated Lo, Approval
Inmeat e By s 1 At Modied B Moz Approved By
Dale o Datg
E_1275 0k BN 23007 o 1275 J02 BAiz007

be found in the Recent Payments section of
the Payment Center and in Bill History.
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Flexible e-Bill Payments

To pay an electronic bill, users can:
e To make a payment for a specific amount with a specific due date:

o Enter the dollar amount and due date on the Payment Center page, then click

Make Payment.
e For more flexibility:
o Click the e-bill icon for additional options.

%@ TestBiller 1 3| | ]

Twedor

By using e-bills, users can schedule payments for:

e  Minimum Amount Due

e Amount Due

e Account Balance

e Other specified amount
Notes:

o While payments are in "pending" status and thus still awaiting processing, they can be

edited.

e Specific amount options offered to the user will vary, depending on the information
provided by the biller for a given e-Bill.

Test Biller 1 The following list shows your unpaid bills with a due date thatis etther in
harme insiurance the future or in the past 45 days You can pay the billz inthis list and view
*ujhoy the details for your bill. ifyou see a bill in the list that you've paid by somae
other means, you can file the bill and indicate how it was paid. Tell me
more,..
Due Date Ao Pay Date
M BRO0E @) $240.00 Minimum Dueg [ ’]
y $250.00 - Amount Due
@] $400.00 - Account Balance
Os - Other Amount PayBill View Bill File Bill
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Manage Bills

The Manage Bills button helps the user set up and manage their billers.

From the Manage Bills screen, users can easily add Automatic Payments, update biller
information, and set up reminders for any biller.

From the Manage Bills screen, the user will first select a biller. Biller configuration determines

the options that will become available. Depending on biller setup, users may be able to select
from the following options:

e Add an automatic payment

e Add an electronic version of my bill
e Set up reminders for this bill

¢ Update biller information

e Delete this biller

- Help | Sign Ou
C Greenfield P

Savings Bank

[ Payment Center | Add a Bill | Bill History
Manage My Bills
Add and Change Bill Options (7]

Select a bill, and then select what you'd like to do. Options include updating biller information, setting up bill reminders or automatic
paymenis, receiving your bill cnline, and deleting the biller.

Available options vary based on the features that the biller offers and the information you've already set up for your bill.

Biller Name | Melanie Johnson v

What would you like to do?
Add an automafic payment
Set up reminders for this bill
Update biller information
Delete this biller
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Adding Automatic Payments

Automatic Payments can be enabled for billers that can send Electronic Bills, or who are to be
paid on a repeating basis.

To add an Automatic payment the user will:
1. Click the Manage Bills button.
2. Choose the Biller Name from the drop-down list.
3. Select the Add an automatic payment radio button.
4. Select an origination account, payment amount, first-payment date, payment frequency
and schedule length.
5. Click Save Changes.

Once the repeating Automatic Payment has been enabled, the user will see the Auto Pay icon next
to the biller on the Payment Center page.

Payment Center

Pay From Payroll 55... *15507
Available Balance %7.21

Add/Manage Groups
[-] Unassigned Billers

Features Biller Name Amount Pay Date

[ g&g Mobility $| | | |

Greenfield Savings Bank $| | ||:|
*21212
ﬁfﬂ E\J;;Enal Grid 5| | | Hj

Verizon Communications
*43191 5| | ]

Setting up Automatic Payments for Electronic Bills

To add an Automatic payment the user will:

Click the Manage Bills button.

Choose the Biller Name from the dropdown list.

Select the Add an automatic payment radio button.
Select a Pay From account and desired payment amount.
Click Save Changes.

gl

Once the repeating Automatic Payment has been enabled for the electronic bill, the user will see
both the eBill icon and the Auto Pay icon next to the biller on the Payment Center page.
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Setting up Bill Reminders

Bill reminders allow the user to be notified when their bills are due to be paid. Users can
establish due dates for their bills and receive notification either on the Payment Center page or
via internet e-mail alerts when bills are due.

Other reminder events include payment processed, automatic payment scheduled, upcoming
automatic payment expiration and more.

If the user is receiving an electronic version of their bill, it automatically appears in the bill
reminder section when the bill is received from their biller.

To add a bill reminder the user will:

Click the Manage Bills button.

Choose the Biller Name from the dropdown list.

Select the Setup reminders for this bill radio button.

Select the typical due date, frequency, typical amount and desired delivery date of the
reminder.

5. Click Save Changes.

PN~

= 3g up reminders for this bill

Reminders are a helpiul vy {0 manage your bills,

Here's hiow to start recenang reminders inthe Paymert Cenber:

+ Typethe ypical due data marthis bill.

s Szlect howoften you recewe this bill.

* Tyethe Wpical amourt due.

s Selecthowfarinadvance of the due dats you wanita receive a reminder.

Aglariske 9 indicate reguirad irmarmation.

BNl Recetved! | Se) oot & frecuency =)

Typical Amount Due F |

“How Tar in acvance of the dug ate you war to be reminded of | Saloc From List =
this: bill

Save Changes | Cancel |
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Update Biller Information

To update biller information the user will:
1. Click the Manage Bills button.
2. Choose the Biller Name from the dropdown list.
3. Select the Update Biller information radio button.
4. Make the necessary updates (including optionally Category-see below).
5. Click Save Changes.

& Updetz blller Informatian

Aslerizks ©7 indicate recuired inmarmation.

“BillerPerson Name [[oc Schmoe

Hickname I

| aeanny [ASd s e catagony. | ¥

“Mew Category Hame I

Aot M ber I

Confirm Account Num ber I

AMOrESS 1 {1534 | ibery 51

Mddress 2 I
m P\LI[I:IH:I
“State I Code ||| - lingic =l [Fosna

“Biller Phone Mumber Fau.555-1 "e

AR R - KRR

Save Changes | Cancel ,

Categories

On the Update Biller Information screen, the use of Categories allows users to appropriately
group transactions either by industry or by Biller type, such as “Mortgage”, “Utilities”, and
“Telephone”.

Users can create new personalized categories from the Update Biller information screen.

Categories appear in the Bill History and Manage Bills screens. Filtering and sorting
capabilities based on category are available on the Bill History screen.
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Bill History

The Bill History page allows the user to review their bills and payments for the last 180 days (6
months), including electronic bills and the bills they pay automatically. Users will also be able to
see the status of electronic bills or payments, and who scheduled a particular payment.

payments.

Biller Hamea o
Category o
Cigcover Card
Uneatagoiizad
"23214

Joe Schimog
uneategqonzed

Jim's Cookout Fund
Urcatzgonzed

Joe Schimos
Uneategoiizad

s e
Uncatagoized
~a4z3

Current View | Past 30 days and future v

Additional Options

Bill Histo
View Payments and Bills (2]

All Payments | Unapproved Payments

To view payments and bills for a different date range, select an option in Current View. Uss Additional Options to search for specific

Show | Category v
For |Uncategorized v | Go

R.CCamIkT
Bueingss Checking Azcount *33444

Business Check ng Azcount =33444

Business Checking Account <33444

Busingss Gheckng Ascount =33444

BusnzEss Checkng Azcount =33444

| IO Py Datew

§20.00 08052003

FA0.00 08MIr2003

866021 05022009

Fa0.00 050112003

F20.00 05mIr2009

Stetus e
Infiated By

Canteled
tapeating pagment

ATt
i Doalail

Pending Wienw Detall
fEpEatng payment Chande Ganed]

Fending ‘iz Dretail
repeating payment Change Gancsl

Canceled Ml DefEl
lepaating pawmant
PeEnHing Wy DRIl

repeating payment Chanee Caneal
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The following are the Bill History Reporting Fields

Report column

Description

Biller Name

Payment recipient. Any person or business entity
within the United States can be set up as a biller. If
applicable, an icon will indicate that the payee is an
E-biller.

Category

When payees are created, they may be placed in
user-defined categories, making for easier report
sorting.

Payment Account

User account number to be debited by the payment.
Note: Accounts will not be debited prior to the
payment due date.

Amount

Dollar amount of the payment.

Pay Date

e The date on which payment is scheduled to be
received by the recipient, and on which the
user’'s account is to be debited. Pay date
depends on payment type.

Status

Payments may have one of the following statuses:

¢ Pending -The payment has not been processed
yet. Once the payment begins processing it can
no longer be changed or cancelled.

e Unapproved - Indicates a user that requires
approval has initiated a payment. Another user
with approval capabilities must approve this
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Report column

Description

payment before it will be processed by the system.
e Paid -The payment has been processed.

Generally, the biller receives the payment on the

pay date. Sometimes, however, the biller may take

a few days to credit the account.

e Canceled - The payment was canceled by a user.

e Unpaid -The electronic bill has not been paid.

¢ Filed — An electronic bill with a status of Unpaid or
with a payment status of Canceled can be filed.

The user can specify that the bill either has been

paid outside of the Bill Pay module (for example,

by writing a check) or has not been paid (for
example, the bill may have a zero or credit
balance).

¢ Failed - This status may appear if a payment was
returned to the Bill Payment provider. Some
common reasons for failed items are:

e A problem occurred during the debiting of the
payment account.

e The account information sent with the payment
was not enough for the payee account to be
credited.

e The payment account has been closed.

Initiated by

The Bill Pay user ID assigned by the system. This
column will also indicate if the payment was initiated
as the result of a repeated payment.
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Action Available actions that can be performed on the
payment. Users can:
e View Detail — Users click this link to view
payment details.
e Change — Users click this link to modify a
payment.
e Cancel Payment — Users click this link to
cancel a scheduled payment.

Bill History can be printed from the top right hand side of the page.

Exporting Payments
Users can export payment activity data in Comma Separated Values (CSV), QuickBooks (IIF)

and Quicken (QIF) format. The exported data can include payments that were made within the
past 180 days and those scheduled to be made within the next year.

To export data:
1. Use the payment activity search to specify the criteria of the data you wish to be
exported.

2. Once the specified data is displayed in the user’s report, use the Download File
button at the bottom of the report; select the version of the file and click OK.

Select options to download payment information for one account.
Includes payments from the selected date range with the status Paid or Pending, before you
selected any Additional Options to limit the list.

Account Payroll 5507 *15507
File Type

IIF (QuickBooks Fi Ie.- Format)
QIF (Quicken'99-Quicken'04)
QIF (Quicken'98 or older)

Sorting Bill History

There are many options for sorting bill pay history, making it easy for the user to locate specific
transactions. Bill History can be filtered by: biller name, payment status, category, funding
account, payment initiator, and approval status.
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Viewing Unapproved Payments

To view unapproved payments on the Bill History page, the user can click the Unapproved
Payment link located at the top of the page. Alternately, the user can click the There are X
unapproved payments link above the payment report.

Bill Histo
View Payments and Bills L2}

All Paymenis | Unapproved Payments

To view payments and bills for a different date range, select an option in Current View. Use Additional Options to search for specific
payments.

Current View | Past 30 days and future v Additional Options
Show |Category ¥
For |Uncategorized v | Go |

The Unapproved Payment page displays payments that need to be approved.

Bill Histo
Unapproved Payments
Al Payments | Lnaparoved Pawients

To e painanls and ol adimarent date rangs, salactan option in Curnem Ve, |co Mdditional Oplions 0 search o
SpECIfe payrnenis.

Emmmmi%t.j.ﬁ..dnys o uturs <] Artional Oplony—
Show 4| ]
For G0 |
Seleetthe pavme nts yauwant o approve and &nd ol ok Continue
Approve Biller Harne | Account | Amount | PayDae RO Action
E W0 -AMERICAH HEATIMG & &R COMND Test 300000 OBZE00T ef1275.0M2  Chenge | Caficel

Check Humber: 5633
BelactAl | Clear &l

| Comstiruse
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Current View and Additional Options

drop-down box.

The user can then choose additional search
down box.

Viewing Bill Detail

A user may choose to filter the Bill History report by date by clicking the Current View

options from the Additional Options drop-

To view Bill History for a particular payment or Electronic Bill, the user clicks the View Detail

link from the Bill History page.

From the Bill Detail page, the user can print payment history. Payment posting information (if
available from the Biller) will also be displayed on this page.

Bill History
c’;‘. |
Prim
Biller Mame Acoourtd Rmount Pay Dale Confrmation  Status
Ganetal OMca Supalies  Businass Chacking A ount *33444 59500 04162009 ETSDM-YEMIS  Paid
TEIAEE Chieck Murnber: 8560
Cherk#E5G0fFamyour Business Checking Azeaunt 33444 accountwas mailed fo Gzneral Office Supplies an 044302009,
Funds for this payrrent il Dewith draan O myour ace ount sehen the Bilar cas hes the check
1Ty fawe a Guestion Aot tis payment wau Can Send us a payrnent inguir .
Finishid
IAic: & INTOHHET
Iwoice Humber Amourt Description
You have not added any immices to this bill
At Inforrreation
Iniliat e Py Initkated Date Modified By FosiMed Date Apprmed By Appiinal Dale
_1275_24 HR(Z009 e1376.12 Amrzong ef_1275_12 4lranng

Bill Detail for Electronic Bills

If the user accesses the Bill Detail screen for an Electronic Bill, they will see the screen
below. The user will be able to view the status of the Electronic Bill, print the bill, or file

it (if the bill’s status is Unpaid).
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BilerMams | Accownt | Amotnt PayDate |  Confiimaton | Stalus
TestBller 3 Test=23123 $15000 0719007 BMILK-0BPDK Pending:
w2 Check Wurmibor: 5711

Thig hill paymentis pending, The paymentwill be grocsssed in fime for the hillz o recivg it by the paydsle,

[Finjshed
S
| [ue Date | Amovint Recount Balance
Billers 07 2007 Min:§0.00 £0.00
Diue: §150.00
Imenice nformat lon
Imsvice Mumber Amount Description

You have not added amy invnices to this bill.

At Infocmation

= Last |
nitiated By '"""‘[ =] | Last Muudified By M;d:;m i Approvesd By n"g’r
1 AE00T B aranng

Filing an Electronic Bill

If an Electronic Bill has been paid outside the system, the user can “file” that bill for their
records. If the user files the bill, then later wishes to schedule a payment, they can do so from

the Payment Center page.

Bill Histo
 File a Bill

ryaupaid A bil by some other means, Such a3 sending a checkio thedllar, or Fthe Bl has & 2em o eredit balgnce, wou can e
the electranic version of your bill. if the payrent method vou used 1o pey the bill is notin the list you can select Oiher and 2dd
optional information in he Bill Mobe b o Afler you file the bill, Koo longer appears inyour Gill hisiory lisl

Asterisks My indicate required infarmat on.

“Payment Methot | it = pavment method

BRIl ot e
Wt ol | taee T

|Fi B | Cance|
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Messages

If the corporate user is experiencing a problem with a processed payment, they should contact
the biller. If the problem cannot be resolved directly with the biller or the Financial Institution, the
Bill Pay user can send a payment inquiry message.

Messages can be sent from the Bill Detail screen of a processed payment within Bill History.
The user will see a payment inquiry link and can send a message from there.

Bill History
(e tai o |
Print
Hiller Namne Becoumt Amocurnt Pay [late Camfirmation Status
Bmerican Express TEST DD MCT LISE 85199 $1200  De2a0e  90yIZS0kVE Paid
TESTING Check Humber: 5019
TE2003
Check #3501 8 from wour TEST 00 MOT USE 651 89 account was mailed to American Express on 16103)2005. Funds farthis
parrner il ke e thod s oy ouae gecond ril eekig ot e b lher cas hies the check,
[Tw0u hawe @ question about s g eymment, ol tQFI
Finisheil
hrvoice lifornmation
Imesice Numibser Amount [escription
TESTM $12.00 pramo
Discount §2.00
Total £10.00
Anndit hrformation
Inttiated By Inmiatesd Date Muodified By Maedfied Date Bpproved By Appr ol Diate
sambuziness GIE/2009 sambuzinzss Gr5I2005 sambuUsiness Glar1009

Customer service may also contact the biller on the user’s behalf in an attempt to resolve the
problem.

A messages hyperlink link on the Payment Center page allows a user to view any messages.

Welcome John @ Customer Wl
Mahd ey, Aaril2F, 2009
i EAy NG T 0653 00G Trorm EUS10rmar sondce

Fayment Center

.

J Laam riare about
Pay From | Business C.. ®33444 E| adding invoice ?
Freferred Aot details {0 payments e
Fealures Biller Mame = Amount Pay Dale CLICK HERE T LEAFN MOFE €9
% Bank of America Cradit Card gl I E
e Bill Reminders EEe
Bryce Heinrich 3| I BB Rl A i [hi1es Pt
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Messages are ordered by date, with the most recent date appearing first in the list. Each new

message is marked as New.

Messages
Wb G aigs ©
This page liels the CheckFrog Small BUS ines s ma s5a0 g5 vou have recabed, CHekviewe 0 mead a message. ClHCkSenm
Messanes atthe tog of 1his page o wiew the messages and Ingquirles yau havs sent.
Create Message
Stalus Sentder [eate Subject Action
R ER Cusiomer Senvice BM3Z007 E-hill emmvice far Tesi Biller 3 aclivaltzd Wieww | Dz lekz
Support

Email or call our Cash Management Group at Greenfield Savings Bank with any questions at

businessonline@areenfieldsavings.com 413-775-8150.

Support is available during normal business hours.
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