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Bill Payment - Schedule a Payment

1. Loginto Business Online using your credentials.

2. Oncelogged in, click the Dashboard icon at the top of the left menu bar or scroll to

the bottom and click the arrow to expand the menu options.
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Select “Bill Payment”

proceed to step 10 to make a payment.
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4 Bill Payment - Schedule a Payment

1. Ifno Payees are found, an “Alert” will appear advising “No Payee details for the
customer, please add Payee”.

Click “0Ok” to proceed.

x‘.-f-

Alert!

No Payee details available for this customer, please add
Payee
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Click “Add Payee” to the right of the screen.
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Bill Payment - Schedule a Payment

1. Under “Payee Type”, select the “Standard Payees” option and complete the following fields:
Enter the payee information in the fields:
- Product Group: This refers to the type of payee
- Payee: Full name of the Payee
- Account, Credit Card or Policy Number with Payee: Enter the account to make the required payment

- Account Holder: Name of the account holder
- Remarks

2. Click “Proceed” to continue.

Note: 1. There are two payee types: Standard and Custom.
2. The “Standard payee option enables you to make payments to other Financial Institutions,
Utility companies, your First Citizens Credit/ Prepaid cards, other third party Banks.
3. The “Custom” payee option enables you to make payments to other accounts at
First Citizens.
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This screen allows you to add/enter a new payee to use for bill payments.
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1. Review the details entered in the various fields.
2. Click “Proceed” to continue.
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Payee Type
Sy
Product Group
20000.00 TTD BILLS/UTILITIES v
Payee Account, Credit Card or Policy Number with Payee
T&TEC . 1085006-1041234-5
Account Holder Name Remarks

Sophon Electronics

CANCEL PROCEED




Bill Payment - Schedule a Payment

Click “Proceed” to confirm the creation of the payee.
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This screen allows you to add/enter a new payee to use for bill payments.
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Congratulations!

You have successfully
added a payee and can
make payments to this
payee in the future. ©

Success!

Click “Done” to exit.
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Now that you have added a
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Under Scheduled Type, you can view or search scheduled payments that are pending approval and/or release
by selecting "Pending". Scheduled payments that have been released and are ready to be processed can be

viewed or searched by selecting "History".

Select the “Create Scheduled” button to the right of the screen.
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Bill Payment - Schedule a Payment

Enter the required information on the page, then select “Submit”.

From Account: If you have multiple accounts, select the account that you would like the funds to be
withdrawn from to make the payment each time.

Payee: Select the payee from the list of payees that you created. Both Standard and Custom Payees
will display in this list

Amount: Enter the amount that you would like deducted from the account for each payment.

Send On: Select the date that you would like the scheduled payment to begin.

Frequency: Select the frequency in which you would like the payment to be made e.g. Weekly,
Bi-Weekly, or Monthly.

Number of Payments : Enter the number of times you would like the payments to be deducted.

If you would like the deductions to be made until you stop the payments, enter UFN (Until Further
Notice) in the field.

Memo: Any further information

Please Note
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Click “Submit” to confirm the creation of the scheduled payment.
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Bill Payment - Schedule a Payment

Click “Release”
to proceed.

If Dual control is
enabled, contact
your administrator to
approve and release
your payment.

o

Success!

Scheduled Payment crea
proce
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Enter your response to the Adaptive Authenthication question, then click “Submit”.

Adaptive Authentication




1

Bill Payment - Schedule a Payment

Your Scheduled Bill Payment was successfully released.
Click “Done” to exit.

o

Success!

Scheduled Payment processed successfully
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Your Scheduled Bill Paymentis no longer Pending for approval. It is now completed
and can be viewed in the Scheduled Type - History tab.

To make any adjustments to the Scheduled Bill payments, Click “History” under
“Scheduled Type”.
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Scheduled Bill Payments can be edited or cancelled using the icons in the action
column. To edit a scheduled payment, select the £ icon. To cancel a scheduled

payment, select @ the icon.
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Bill Payment - Schedule a Payment

You can edit the Amount, Frequency and number of Payments for the scheduled Bill
payment. If you wish to adjust any other information, the Scheduled Bill Payment must
be Cancelled and created again.

Click “Submit” to save changes
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Select “Submit” to confirm changes.

Business Online Q.  Search @ engiNn v () 3 @

< Modify Single scheduled

This screen allows you to modify a scheduled payment before processing

{ (@  «indly confirm scheduled single payment before submit J

Xxx4542 - TTD v Sophon Electronics - 1085006-1..v

01/05/2026 &

MONTHLY v 3

Enter Memo

Please Note :
Please note that the amount is paid in the currency displayed in the Payee List

EDIT ] [ CANCEL SUBMIT




Bill Payment - Schedule a Payment

Your Scheduled Bill Payment has been submitted for adjustment.
Click “Done”

@

Success!



Bill Payment - Schedule a Payment

The adjustment must Approved and Released for the change to take effect.

If Dual control is enabled, contact your administrator to approve and release your
payment.

Select the : icon in the Action Column
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Select the “Release” option.

dule a Payment
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Select “0Ok” to confirm the release.



25 Bill Payment - Schedule a Payment

Enter your response to the Adaptive Authenthication question, then click “Submit”.
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Your Modified
Scheduled Instruction
was successfully
released.

Click “Done” to exit.
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