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Business Bill Pay User Guide

Get started with Bill Pay:

First-time enrollment steps to be completed by the primary Administrator prior to
other users.

Starting at your Dashboard, select Bill Pay from the main menu.

b
BAR HARBOR
BANK & TRUST

(2 Dashboard

B Messages 1]
[d Accounts

o, Remote deposits

|i Bill Eai

Cash management

() support

Click on enroll and then continue

F : |
X x
Enroll in payments Congratulations!
Conveniently make \:aymejls fo people or companies :rrul!y:ur eligible accounts today You successfully enrolled in payments
or easy, fast and secure payments. ! !

Select Mange Payments to get started and manage user permissions. You will be prompted
to enter your password. This takes you to the Bill Pay Home screen.
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Bill Pay Home Screen
Go to Manage Payments to add payees, etc.

Once you have added payees, you may make payments from this screen

SUN MON TUE WED

Bill pay
Payments + MNew payee E ;1.
Pay a bill Pay a person
We couldn't find any payments or payees.
March 2026

THUR

Manaie iaiments

FRI SAT

@ 19 20 21

22 23 24 25 26 27 28
29 30 31

Enter your online banking password

T
BAR HARBOR
BANK & TRUST
Confirm your credentials to continue
Passworg
@ Confirm with a passkey
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If this is your first time logging into Bill Pay, it will take you to the “Before you get started...”
screen to set-up challenge questions, create a security key and accept disclosures.

Before you get started...

Complete challenge prompts

Business Bill Pay requires the following challenge questions and answers:
Challenge question

select phrase ~

Challenge question

select phrase v

Challenge question

select phrase v

Challenge question

select phrase v

Provide security key

The Security Key is a code you create, not a password. It signifies your authentic bill pay site. The
Security Key will display briefly with each login. Enter your combination of letters and numbers to
display.

Security key

Secu y

Confirm security key

Confirm s

rity key

Accept disclosure change

& Print

HUIUS! Ul GHIUYSEa GITLL U LGNy

-Reporting - Create customized auditing reports
Online Bill Payment

To make payments through iPay, you must request the payment from a Bank checking account,
known as the "Payment Account” and provide information online that identifies payees.
Providing sufficient information about the payee permits the Bank to properly direct a payment,
and also permits the payee, upon receipt of a payment, to identify you as the payment source.
To provide this information, fill in all required fields with accurate information, as directed by the
Online Banking iPay screen messages

By providing us with the names and account information of those payees to whom you wish to

direct payments, you authorize us to follow the payment instructions that we receive through

Online Banking. When we receive a payment instruction, you authorize us to debit the Payment
Account and remit funds to the payee on your behalf in the amount of the requested payment. If =

laccept
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How to Use Bill Pay from the Manage Payments screens

Note: menu options may be vary based on your permissions

Home provides a snapshot view of the bill pay activity.

LGN Paymenis ~ Payees~ Calendar Oplions~ FAQ

& Profile - & Messages (D)

A Reminders 0 Shortcuts o] Payments
@ View © Take shortout KB Make payment

Scheduled to process in the next 30 days b Processed within the last 30 days v

@ No transactions are scheduled. @ No transactions were processed

© Copyright 2026 Version 2.0

Website created for Bar Harbor Bank & Trust by iPay e

Privacy & Sseurity |Terms & Conditions
Technologies, LLC. Use of this system is limited to authorized For support, please call
users only and may be monitored. Any unauthorized use is 888-853-7100
prohibited and will be prosecuted.

Memiber FDIC

Profile is the users account profile, the user can update contact information and challenge
phrases. Can also choose a default page to determine where your bill pay session will
open.

Gl Payments - Payees ~ Calendar Oplions- FAQ

& Messages (D)

o View Contact Info

A Reminders 'E) Shoricuts o] % Default Page 5

? Challenge Phrases
@i € Take shortout . it

Messages is For Future Use.
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Payees:

Paymenis - ) Calendar Oplions~ FAQ

Add a Company
Add an Individual
Import Payees

‘ IManage Payees O

Manage Categories

Add a Company - Select a method of payment, either you have the company details, or
you have the companies’ bank account information.

Add an Individual - you will be prompted answer challenge question — select a method of
payment

Select a method of payment

Electronic - Sending payments electronically is much more secure than a check in the mail, and it Check - | prefer a check be mailed

will arrive in as litle as 2 business days.
4 ) Mail a check

Allow them to provide their banking information

| have the bank account information

Import Payees - Payee records cam be imported from another apllication.
Manage Payees - Can add, edit and delete payees.

Manage Catogories - Manage multiple payees by placing them in catagories you create.

Manage categories x

Category name

Category name Add category

Category name list
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Payments:

GLINTEN SN EN RS Payees ~ Calendar Oplions~ FAQ

Cne-time Payment
Recurring Payment
Scheduled Payments
‘ Payment History teminders

One-Time Payment - Select Payee and click on Pay

Note: Some payments will process using a single-use, pre-paid card.

One-time payment
Our goal is to deliver your payment securely and guickly.

Some payments will process using a single-use, pre-paid card, which means you will not recognize card numbers within payment confirmation
communications you receive

=+ Add payee - Shortcut Search payees n

Y Filter Deselectall  Selectall

View selected (1) Pay (1)

Recurring Payment — Select Payee and complete frequency settings. Review and Submit.

Set up jon recurring payment X

Details

Name Pay from* Amount*
jon

1234

Test MMDA acct v g

® Add commeni 8 Add memo

Frequency edit
Freguency”

Select a frequency v

Would you like this series to end?*
&) No
On this date ]

After a set # of payments

Cancel Review

By dlicking submit, you authorize s ta debit the indicated account for the amount of each payment
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Scheduled Payments - view scheduled payments and can search by different filters

SearchiFilter x
View by
Sort by
Payee v
Category
All Categories v
Arrange
Descending ]
Date range
] ]
H .
Options:

LN Payments ~ Payees ~ Calendar Oplions~ FAQ

Company Profile

IManage Eill Pay Accounis
e-Notifications

‘ Remindi Manage Users

Reports
@Y

Company Profile — you will be prompted to answer a challenge question
Business users can update their company profile and turn Dual Signatures on or off.
Dual Signatures is a security feature that requires scheduled or edited transactions to be

approved.

Company profile

Change company information

Company name T
Address:”
City:" State:” ZIP Code:*
New Hampshire v
Phone number:* Fax number:
(888) 853-7100 (300¢) Y00X-3000X

Dual signatures required

Require dual signatures.
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Manage Bill Pay Accounts — Request to add additional accounts,edit the account’s
nickname or the default pay-from account. Additional accounts require aproval by the
bank and could be rejected.

Manage bill pay accounts

Default Nickname Account number Account type Status
L/ Checking Approved # Edit B Delete
L . ] Checking Approved # Edit [ Daleta
Default Accownt

Add new Account

Add new account x

Nickname *

Nickname

Account number *
Account number

How to find account number

Confirm account number *

Confirm account number

Account type *

Please select v

Edit or Delete an Account

Edit account *®

Nickname Are you sure you want to delete this account? ®

Test Accouni

Close Delete account m

8|Page 8/2026



eNotifications - Allows the business to monitor activity and assist with detecting potential
fraud on their bill pay account. Notifications can be sent by email, text message, or both.

Home Paymenis > Calendar Ee0ieaERgl FAQ

& Profile - & Messages (0)

e-Notifications

Email address on file Short text address on file

CEnS— N/A

Event Notifications

With Event Notifications, you can develop customized communications where you are notified each time a particular event occuwrs through your bill pay account.

A transaction exceeds a specified amount

Send notification to Category

Email Address v | | All Categories v
Payee or Account Amount

All Payees v 5

A recurring transaction processes New eBill has been received

A recurring transaction processes New eBill has been received
Send notification to Send notification to
Email Address v Email Address v

o
Motification has been activated and will be sent

A single transaction processes _

A single transaction processes

Send notification to

Email Address v

NOTE: Arecurring transaction and a single transaction process event notifications, these
are sent to all users with the permissions to Schedule Bill Payments, Schedule Email
Payments, and/or Schedule Transfers.
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For Admins Only:

Manage Users - Opens the list of autorized users. you will be prompted to answer a
challenge question

Manage users
Last name First name User ID Last login

Washington George O A & Edt g Permissicns

Click Edit to update user information

Click Permissions to review and update permissions as needed. Click on each catogory tab
to edit.

User Information

User name George Washington

User type Custom

Restore Permissions

- Payments - Options
+' Schedule Bill Payments (specific) + Access Reports
+ Schedule Email Payments{all) +" Update Company Info
+" Establish Payment Caps(all) +" Manage Billpay Users
¥ Tax Payments +~ Manage Pay From Accounts
+" Designate Pay From Accounts +" Schedule Reminders
+' Payment History i
= Approve Authority
- Payees +" Approve Transactions

+ Manage Payees

Click Save at the bottom of the screen once completed.
It will take you back to the Current Permissions screen.

Restore Permissions will restore to the previous version of permission for the user.
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To deactivate a user, toggle off all permissions and save.

x
x
X
x
x

< Payments

Schedule Bill Payments
Schedule Email Payments
Establish Payment Caps
Tax Payments

Designate Pay From Accounts

Payment History

< Payees

Manage Payees

Current Permissions

= Options
* Access Reports
* Update Company Info
¥ Manage Billpay Users
¥ Manage Pay From Accounts
X Schedule Reminders

- Approve Authority
* Approve Transactions

Reports - Assist with managing details of the bill pay account. These can be converted to

Excel.

All Users

Date Range
Current Month
Start Date

Start date

Payments Processed Payment Changes Payments Stopped Payees Added

Payments Processed

Scheduling User

End Date

End date

© Export and print versions contain the check number in 2 separate column. The column is blank for electronic payments.

Approving User

Create report

FAQ -To find answers to the most frequently asked questions about bill pay services.

Payments  Payees  Paya person

FAQ

Payees

What is a payee?

Calendar

My account

FAQ

L]
= Messages (0)

Payees | Payments | eBills | Rush payments | Pay from account | Message center | Supported browsers and settings | Miscellaneous

A payee is a company or person to whom money is to be paid. Example: The company or person to whom a check is to be made payable
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