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Bill Payment 
 
The Bill Payment service provides all PHFCU members with checking accounts with the ability to manage 
their bills online.  For your convenience, you can apply for the Bill Payment service online.  Using this 
feature provides the flexibility to schedule a one-time payment or set up recurring payments. 

1. Signing up for Bill Payment 
Click on “Bill Payment” in the Navigation menu and this screen will appear for a new signup.  
Click “Sign up for Bill Payment.” 

 

Select “Bill 
Payment” 

Then click “Sign 
up for Bill 
Payment”
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Enter the required information and click “Continue.” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click “Continue” 
after completing 

the form 
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An error message indicating which field is incorrect will show up if there is any problem.  Correct 
the error and click “OK.” 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
Confirm your information and click Continue.  You will receive a confirmation screen confirming 
your bill payment application.  You will receive an email in 1-3 business days once your eligibility 
has been reviewed. 
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2. Setting Up Payees 
A payee is any person or company you want to send a payment to.  Payees can be added by 
using the payee database or by adding the payee manually.  To set up a new payee, start typing 
in the payee’s name in the Pay someone new: field on the Make Payments page.  Select the 
name of the payee in the drop-down box or enter in the payee name manually if the payee is not 
in the list, then click the Add button. 

 
 
 
 
 
 
 
 
 
 
 
 
 

If the payee exists in the database, simply enter in your account number and zip code, then click 
Continue. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter in payee’s name here.  
Select from list or enter in 

manually.  Click Add.

Enter in required 
information

Then click 
Continue
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If the payee does not exist in the database, manually enter the account number (if you have one), 
address, city, state, zip code, and phone (optional), then click Continue. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

You will receive a confirmation when the payee has been added.  You can click on the Go to 
Make Payments button if you want to schedule a payment at this time. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the  required 
information

Then click 
Continue
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3. Scheduling One Time Payments 
From the Make Payments, enter in the amount and the payment date for the payee that you 
would like to pay.  After you enter in the payment date, the date that the payment will be delivered 
will appear under the payment date.  Click Pay to schedule the one time payment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter in the payment 
amount and payment 

date

Payment delivery date

Then click on the 
Pay button
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Once your payment has been schedule, you will receive a confirmation number and the 
scheduled payment will list in the Pending Payments section. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Payment 
confirmation 

List of pending 
payments
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4. Scheduling Recurring Payments 
Recurring payments are payments that are made automatically on a schedule you define (e.g. 
monthly mortgage payment).  From the Make Payments screen, click on the payee that you 
would like to set up payments for, then select Change autopay options.  

 
 
Select the Funding Account to be used and add memo (optional). Change the payment option 
to Pay automatically at regular intervals and define the frequency and amount of payments to 
be sent automatically.  Click Save changes to activate your recurring payment. 
 

 

Specify the account to be used to fund 
the payments

Select automatic option and define 
payment amount and schedule
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5. View/Change/Cancel Payments 
From the Make Payments screen, click on the payee that you would like to view, then select 
View/Change payee details.  
 

 
 
A summary page will appear, allowing you to view the current payee information, automatic 
payment status and notification settings.  From the menu options on the right hand side, you can 
change the current settings for this payee, deactivate or delete the payee.  
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Ending Your PHFCU Online Banking Session 
 
Click the Sign Off button to end your PHFCU Online banking session. 
 
 

Click on “Sign Off” to 
end your session


