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How To Pay A Bill Pay Payee and Submit
Payment

Access Bill Pay

1 Once logged into the Vermont Federal Credit Union online banking hover over
'Transfer & Pay' and select Bill Pay.

Add New Payee
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2 Click "Add Payee" from the Bill Pay dashboard.

3 Select "Business" to send a payment to a business, or person if you are sending a
payment to an individual.
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4 Click "Next", to move to the next step.

5 Enter the name of the business, and zip code.
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6 You will select the default funding account, this is the account the funds for the
payment will be debited from.

7 Enter and confirm the Account Number, for the bill you are paying. Generally this
is located on your bill from the company you are paying.
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8 Click "Next" to move to the next step.

9 Some business will not have an established agreement with our bill pay provider,
in these cases you will need to enter the business address, and phone number.
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Alert! Expedited payments will require a phone number on file for the business
you are paying.

10 Enter a nickname for the business/payment and click "Add Payee", to move to the
next step.
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11 You will receive a Success confirmation once the payee is successfully added. You
can close this page to take you back to the bill pay dashboard or 'Go to Payee' to
schedule a payment immediately.

Submit Payment

12 Once on the payee page you can enter the payment amount, schedule the
frequency and set the start date of the payment.
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13 If you select Delivery Method it will give you options to expedite the payment, fees
apply. The standard delivery method is determined by the agreement the
business established with our bill pay provider. Electronic payments are delivered
in three business day, check payments are sent via USPS general mail.

14 Once all information is entered click "Submit Payment" to finalize the payment


