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Welcome To Bill Pay
National Bank Of Kansas City’s Online Bill Pay offers you the convenience of paying your bills when and how you 
want. With Bill Pay, you have the freedom to pay your bills any time, anywhere. Make payments or set up recurring 
payments with the ability to edit or delete scheduled payments. Once you see how easy it is, you’ll never want to 
send payments in the mail again!

Payment Guarantee
Because our bill pay service is so secure and reliable, we offer you a 100% Payment Guarantee. You will never pay 
a late fee or penalty for a properly scheduled payment of up to $25,000. No questions asked. 

Our 100% Payment Guarantee
If a properly scheduled payment is not received and posted on time by the payee, we will cover any late fees or as-
sessed fi nance charges. Your account will also be noted appropriately to ensure your credit rating is not negatively 
impacted.
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Payees
Before you can make your fi rst online bill payment, you need 
to set up your payees. A payee is any person or company that 
you pay, including your credit cards, utilities, cell phone, or even 
your baby sitter. 

Please Note: A few types of payments, such as tax payments and court 
ordered payments, cannot be made through this service.

Activating Bill Pay
 1. Click the ‘Bill Pay’ tab in the top Internet Banking 
  navigation.
 2. Select the ‘Payments’ link.
 3. Select ‘Payees’
 4. Click the ‘Activate Bill Pay’ button.

Setting Up Payees - Option A
 1. Click the ‘Bill Pay’ tab in the top Internet Banking  
  navigation.
 2. Select the ‘Payments’ link.
 3. Select ‘Payees’.
 4. Click ‘Add Payee’.
To make adding payees as easy as possible, we have compiled a list of 
many national, frequently added payees. 
 5. Click the drop-down box under Option A to 
  add one of the pre-listed payees. 
 6. Click ‘Add Payee’. 

5

6

3



 

 7. Enter your account number, the name on the  
  account, and a nickname for the payee. We have  
  already stored all the other required payee details. 
 8. Click ‘Add Payee’ and the new payee will be added 
  to your payee list.

Adding A Payee - Option B
You can also pay an individual or company that is not listed 
under Option A, such as your local utility company or baby sitter, 
by adding them using Option B. 
 1. Click ‘Bill Pay’ in the top Internet Banking navigation.
 2. Select the ‘Payments’ link.
 3. Select ‘Payees’.
  4. Select the type of payee from the ‘Payee 
   Type’ drop-down box.
  5. Click ‘Add Payee’.
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  6. Enter your payee’s name, a nickname, 
   billing address, phone number and your 
   account number.
  7. Click ‘Add Payee’.

Paying A Single Bill
 1. Select ‘Bill Pay’ from the top navigation in Internet  
  Banking.
 2. Click ‘Payments’.
 3. Click the ‘New Payment’ link in Payments menu.
 4. Select ‘Single’ from the frequency drop-down menu. 
 5. Enter the date the payment should be sent 

  in the ‘Send On’ fi eld. The delivery date will be 
  calculated automatically.
 6. Select the Payee from the ‘Payee’ drop down. 
Note: If you have not set up the payee, you can do so from this screen 
by hitting the ‘Add Payee’ link.
 7. Confi rm the ‘Pay From’ account.
 8. Enter the amount to be paid in the ‘Amount’ fi eld.
 9. Click the ‘Submit Payment’ link.
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Paying Multiple Bills At One Time
With the Multiple Payments option, you have the convenience of 
paying all your bills quickly from one screen.
 1. Click ‘Bill Pay’.
 2. Select the ‘Payments’ link.
 3. Choose the ‘Multiple Payments’ option.

 4. Select the payees you want to pay from the drop  
  down boxes. 
 5. Enter amount you wish to pay in the ‘Amount’ fi eld.
 6. Enter the date the bill should be sent on in the  
  ‘Sent On’ fi eld. 
Note: The ‘Deliver By’ fi eld will automatically populate.
 7. When all payees are selected and all the payment 
  information is fi lled in, select ‘Submit Payments’.
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Making Recurring Payments
For payments that occur on a frequent basis for the same amount, 
such as a mortgage or car payment, use the recurring payments 
feature. You can easily control how often your payments are made, 
quickly change payment amounts, or stop them immediately. 

 1. Click ‘Bill Pay’ from the top Internet Banking nav.
 2. Select the ‘Payments’ link.
 3. Click ‘New Payment’ from the payments menu.
 4. Select the payment frequency from the 
  ‘Frequency’ drop down menu.
 5. Select the payee from the ‘Payee’ drop down.
 6. Confi rm in the ‘Pay From’ fi eld the account  
  from which you wish the payment to be made.
 7. Enter the fi rst payment date in the ‘Send On’  
  fi eld.
 8. Enter either the last payment date in the 
  ‘Last Send Date’ fi eld or the total number of  
  payments to be made.

 

 
 
 9. Enter the amount to be paid in the ‘Amount’ fi eld.
 10. Click ‘Submit Payment’.
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View Payment Activity
Once payments are scheduled, you can view them. 
 1. Click ‘Bill Pay’ from the Internet Banking navigation.
 2. Select the ‘Payments’ link.
 3. Select the ‘Payment Activity’ link.
 4. Filter scheduled payments displayed on the page  
  by entering a new date range (start and fi nish) and 
  clicking ‘Refresh’.
 5. View the details of your scheduled payments.

Changing Payments
 1. Click ‘Bill Pay’ from the top Internet Banking navigation.
 2. Select the ‘Payments’ link.
 3. Select the ‘Payment Activity’ link.
 4. Filter scheduled payments by entering a new date  
  range and clicking ‘Refresh’.

 5. Click the ‘Change’ icon next to the payee.
 6. Change your payment date, amount or 
  payment account.
 7. Click ‘Change Payment’ once changes are complete. 
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Deleting A Payment
 1. Click ‘Bill Pay’ from the top Internet Banking navigation.
 2. Select the ‘Payments’ link.
 3. Select the ‘Payment Activity’ link.
 4. Filter scheduled payments displayed on the page  
  by entering a new date range (start and fi nish) and 
  clicking ‘Refresh’.
 5. Click the ‘Delete’ icon next to the payee.
 6. Verify the payment information.
 7. Click ‘Delete Payment’.

Need Help With Bill Payment?
 1. Click ‘Bill Pay’.
 2. Click the ‘services’ tab.
 3. Under the Contact Us header, you can either send a  
  secure email message by clicking the ‘Send  
  Secure Message’ link
 4. Call us at 877-286-4096.  
 5. Watch a demo.
 6. View Frequently Asked Questions.
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Payment Center
The Payment Center enables you to perform most Bill Pay functions from one comprehensive screen, including scheduling payments, 
creating payees and viewing your pending payments. View the screen shot below for an overview of the Payment Center functions.
 1. Select ‘Bill Pay’ from the Internet Banking navigation.
 2. Click ‘Payments’.
 3. Click ‘Payment Center’.

Make a quick payment by 
entering the amount and 
‘Send On’ date then click 

‘Submit Payments’.

Click ‘Add Payee’ to
establish a new payee.

Change your frequency 
using the drop down.

Remember to Log Out  
when you are fi nished.
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Quick Tips
Set Up A Payee
1. Click ‘Add Payee’ from the Payees link or Payment Center page.
2. Option A: Choose a payee from the drop-down menu and enter your account number and payee name; click ‘Add   
 Payee’.
3. Option B: Choose the payee type. Enter the payee details, including name, billing address, and account number;   
 click ‘Add Payee’.

Make A Payment
1. Click ‘Single Payment’.
2. Select the payee from the drop-down menu and enter the payment amount and date.
3. Click ‘Submit Payment’. 

From The Payment Center
1. Add payees.
2. Schedule payments.
3. Check the status of payments.
4. Edit or delete scheduled payments.
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