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SAVINGS BANK

Adding and Editing Bill Pay Users

Only Company Administrators will have the ability to add and edit Bill Pay Users in Business Online Banking.
Cambridge Savings Bank will first establish the Company Administrator’s Bill Pay profile, and then the
Administrator will be responsible for adding additional Bill Pay Users. Instructions for how to add and edit Bill
Pay Users in Business Online Banking are outlined below.

Step 1:

The Company Administrator must first permission the User to access Bill Pay within Business Online Banking.
From the Dashboard homepage, click the Administration tab and select User Admin from the dropdown
menu. Locate the User that you want to grant permission to and click the Edit icon for that User.
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From the User Info & Services tab on the Edit User Information screen, select the Bill Pay service options
under Service Info and click Submit to permission the User.
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Step 2:
Once the Bill Pay service is added to the User’s permissions, go to the Payments tab and select Bill Pay from
the dropdown menu.
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From the SB Bill Pay screen, click the Login to SB BillPay button to get to the Bill Pay homepage.
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Step 3:
From the Bill Pay homepage, click on Administration and then select the Business Users option. From the
Business Users page, click add a user to add a new Bill Pay User.
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Step 4:

On the Add a User page, complete the User Information, Login Information, and Privileges (including account
numbers, approval limits, authorizations, and reports) sections. Once all fields are complete, click the Add user

button at the bottom of the page to continue.
Add a user
Piease enter nformation for this user and then cick "Add user *

User Information

Password:
A password is required to set up
the Bill Pay User. However, since
Users will access the site through
Business Online Banking, this
password will not be utilized.
There is no need to record or
share it with the end User.

First name: | Sarah
Mdse wtal
Last name: w
Social Secunty number
e
Date of birth [
y—"—,
€.l sddross: ssulivangtestcom
Home phore [ : User ID:
Work phone . : The Bill Pay User ID must match
Usar type the combination of the Business
() Administrator - Unimited access . 4
@ Usas - Lisiind access Snlln'eoamklng Company ID and
Addbonal contact - NO Sle ACCes d
. >| EBxample:
i (st Company ID= test
Password: essesseeee ] User ID= ssullivan
- Bill Pay User ID = testssullivan
Password requiements
* Must be ot least § characiens in
longen
» Must inciude X east | leer o
1 Pumber
= Must nciude  east 1
UPOMTINE A0 1 IORercase
e
* Cannot nciude 10a0es
= Carvol match an oid pasyaond
+ Cannot be thanged more an
once 3 0y
Confum password: [essassasse |
Privileges
Funding Accounts
1 Test Account 1, 8885
Approvals and Authorizations - Make Payments:
> u,
¥ Make payments Make Payments” can be set to
Up to: §/9999.99 any amount up to $9,933.99.
[ Approve payments
Up to: 5999999
LI Add / Change Payees

] Make expedited payments

Payment Records Leam more
M View payment reports
B Audit reports

Add user | [ancel |
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Approve Payments:
If “Approve Payments” and “Make
Payments"” are selected, then dual
control is not required for this User
when they’re making or approving
payments.

If a User has only “Make Payments”
authorization, another User will
need to approve the payments for
processing.
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Step 5:
Once the Company Administrator clicks Add user, an Add User Confirmation message will appear at the top of
the screen confirming that the User was successfully added.

Please review the User’s Bill Pay confirmation details and ensure all the information is accurate. If edits need to
be made, the Company Administrator can click Edit this user at the bottom of the page.

Add User Confirmation
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Evinass Lisers page.

User Information

User name ssullivan
Socal Securty number.
Date of birth

E-masl address:

Home phone:

Work phona:

Usar typa: Usar
Login Information

User 1D terstssullivan

ssullivan@tost com

Privileges
Funding Accounts
Test Account 1, 8885 Yas

Approveis and Authonzatons

Make paymants Yes
Payment Limt 3000 0 e ransecton
Approve payments Yes
Approval Limit: 55000 00 per transsction
Adg | Change Payees. o

Make expedied payments.  No

Payment Records
Vitrw payraent reponts No
Aydt reports: No
What would you lice 10 do?
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