O. n I ine Pay bills securely -
Bill Pay Fast and FREE!

! User’s Guide ?”’

Farmers & Merchants Bank

Steps to get started....

Setting Up Account to Pay Bills A
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Log in to NetTeller and select the Bill Pay tab. Il sl
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You must review and agree to the terms for bill pay to
complete the set up. This is a FREE service! Acda Dill Pay Account

Payees & Funding

There are two types of Payees —
Company and Individual.

Funds for payments made to Electronic (Company)
payees will be deducted from your account on the payment
date. Allow 3 days for your payment to arrive at the payee.

Company payees receive their payments Funds for payments made to Check (Individual) payees will
electronically, while Individual payees receive their be deducted from your account when the check clears.
payments in the form of a check, which is mailed. Allow 7-10 days for your payment to reach the payee.

Adding Payees
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Select Add Payee > Pay a Company to add a new
electronic payee.
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Fill in the payee fields and click Search. If the Company
you entered is available as an Electronic Payee a link with
Payee Type Electronic displays.

Tl Paymen « fadid Payen

Payee Mame *

If the payee is not available as electronic, select the Add s o Pasi st i
Check Payee button at the bottom of the page. Some bl o
local companies do not have the electronic system set up Arldress Line 2
and will need to be “check” payees. ity *
State * =l
Payes 2ip Code *
Payee Name ‘ * ndentai & mduired fald
Payee Type Check
Py Afias ‘ | feanch | Gance|
Account Number ‘ T T
Address Line 1 ‘ |
Address Line 2 ‘ | . X .
city \ \ To add a payee without searching for available
State [- ¥ .
o cote T electronic payees, sele:c'E
Pl wustior 1 | Add Payee > Pay an Individual.




Select ‘“New Payment” under the Bill Payment tab.

Adding Payments

Payments can be added in one of two ways: [ ey e
Quick Payment and Recurring Payment p—— -t s

Quick Payment allows you to add up to |0
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Use Add Payment to create payments that e
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happen on a regularly scheduled basis.

Recurring Payments

From the “frequency” drop-down you can choose 5{.""‘“"" we E)
“monthly” or other settings. If you then click “variable -

payment” the payment will never be sent until you insert — T e
a payment amount each time. el b

Payees
Once a payee is added, you can only edit the account number and alias (nickname) of the payee.

If the address changes, it must be set up as a new payee.

For Recurring Payments
You will see all scheduled payments in a list under “scheduled payments”. From the drop-down beside each

payment select “edit”. You can then change the date of the payment and the amount to pay.

Enter search criteria to find specific payments.

Viewing History
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Select Main > History under the Bill Payment Tab. Payees al =
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Security Tips

We will NEVER send you an email asking for your personal information. Any email claiming to be the bank
requesting personal information such as Social Security Numbers, IDs, or Passwords should not be trusted or

opened.
Do not write your password down.

Use a different password to access your online accounts than ones you use for other applications.

Always exit your online banking session before leaving your computer



