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SYSTEM DIFFERENCES

Adding Payees:

In the current  bill pay 
system when adding a 
new Payee, if the 
Payee is available for 
electronic payment you 
first enter the Payee 
name, and then 
possible matches are 
displayed on a new 
screen.  In the new bill 
pay system, a drop-
down menu appears 
displaying all possible 
matches.  This new 
feature allows you to 
quick select your 
Payee from the list.

Enter Payee name, click Next.

Select the Payee from the list, if available and click Next.

Enter the Payee name.  Select from 
the list (if available) and click Add.

CURRENT SYSTEM

NEW SYSTEM
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SYSTEM DIFFERENCES

Adding Payees:

Once the Payee is 
selected, in the 
current bill pay 
system the Payee 
address information is 
required each time.  
In the new bill pay 
system if the Payee is 
selected from the 
drop-down menu and 
available for 
electronic payment, 
only the account 
number (and on 
occasion the zip code 
to confirm the 
location) is required.

The Payee address information is required.

CURRENT SYSTEM

Only the account number is required.  
For some Payees a Zip code is needed to 
verify the correct payment center.

NEW SYSTEM



Click the Payee name to edit the Payee Information, check to Activate/Deactivate the Payee or click to Delete. 

Bill Pay Instructions
For Woodforest Online Services
Visit  to enroll now! www.woodforest.com

SYSTEM DIFFERENCES

CURRENT SYSTEM

Managing Payee 
Information:

In the current bill pay 
system the Manage 
Payees link allows you 
to Active/Deactivate a 
Payee, delete a Payee 
or edit a Payees 
information. 

In the new bill pay 
system you will manage 
Payees directly from the 
Payment page. Click 
the Payee name to 
display the Payee 
details screen. This 
screen  provides 
shortcuts to not only 
manage these same 
features but to also 
enroll and manage e-
Bills, Auto Pay, Alerts, 
Reminders and make 
payments.

Click Change information to edit 
the Payee details.

Use the right‐hand 
menu for additional 
Payee options such as 
making payments.

Use the quick links to manage 
Automatic Payments, 
Notifications and Reminders.

NEW SYSTEM



This information can no longer 
be edited.  Address 
information can only be edited 
for manually entered Payees.
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SYSTEM DIFFERENCES
CURRENT SYSTEM

Managing Payee 
Information:
In addition, the edit 
Payee screen will 
change.  In the new 
bill pay system, only 
the information 
available for editing 
displays.  If the 
payment is being 
made electronically 
the address cannot be 
modified.

Please note that a 
default funding 
account can no longer 
be selected on a 
Payee level.  The 
funding account for 
the payment must be 
selected from the 
Make Payments 
screen.  See the 
following  pages for 
more details.

Note, since the Payee is paid electronically the 
address states as “On file.”

NEW SYSTEM
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SYSTEM DIFFERENCES

Quick Payments:

In the new bill pay 
system Quick Payments 
can still be made to 
send a one-time 
payment.  

The process on the right 
describes  the current  
bill pay system. 
Continue to the next 
page to see the new
Quick Payments 
process. 

The funding account is selected for each payment.

The verification page is displayed.  You must click Add 
Payment(s) to finalize your Quick Payment.

Holidays can be selected 
although payments are not 
sent until the following 
business day.

CURRENT SYSTEM
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SYSTEM DIFFERENCES

Quick Payments:

The new bill pay system 
allows you to complete 
a payment in one easy 
step!

Use the calendar function to select 
the Send On date.  The  Deliver By 
date will automatically be calculated 
and display.   Note weekends and 
holidays are greyed out and cannot 
be selected.  Click Pay and your 
payment  is submitted!

First, select the 
Funding Account in 
which to make the 
payment from.  Use 
the drop‐down menu 
to select the account.Next, enter the payment amount.

NEW SYSTEM
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SYSTEM DIFFERENCES

Auto Pay:

In the current bill pay 
system, scheduling 
payments is referred 
to as Recurring 
Payments.  In the new 
bill pay system this 
feature is called Auto 
Pay.

Select Pay automatically at regular 
intervals to turn on Auto Pay and 
display the Auto Pay fields.  

Select Pay manually to turn off Auto 
Pay and resume manually 
scheduling payments.

A default funding account can be selected for automatic payments.

CURRENT SYSTEM

NEW SYSTEM



Bill Pay Instructions
For Woodforest Online Services
Visit  to enroll now! www.woodforest.com

SYSTEM DIFFERENCES

Payment History:

There are several 
differences between 
the Payment History in 
the current Bill Pay 
Services and the new 
Payment History.  

The process on the 
right describes  the 
current  bill pay 
system. Continue to 
the next page to see 
the new Payment 
History process. 

Inquiries and disputes can be sent 
directly from the payment history.  
In the new system, inquiries can be 
made from the Message Center or 
from the Transaction History page in 
Online Banking.

The drop‐down menu is 
used to select a report and 
display your payment 
history.

CURRENT SYSTEM
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SYSTEM DIFFERENCES

Payment History:

In the new bill pay 
system, by default, the 
last 30 days of history 
displays.  To change 
the view, use the drop-
down menu to make 
your selection.  
Custom reports can 
also be created.  

Inquires can no longer 
be made from this 
page.  To send an 
inquiry, access the 
Message Center in 
Online Banking and 
select Bill Pay as the 
reason or click the 
envelope next to a 
posted payment from 
Account Transaction 
History.

Select Payment History from the 
toolbar.

Create a custom report by 
selecting Create a report.

The new system allows 
you quick access to print 
and download the 
payment history or to edit 
your report.

Use the Payment details 
quick link to view more 
information about that 
transaction.  Or, click Add 
a note to place a personal 
note regarding the 
transactions for your 
future reference.

NEW SYSTEM

The drop‐down menu is still 
used to select reports, but now 
the system allows for more 
customization.
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NEW BILL PAY FEATURES!

e-Bills :

For participating 
Payees, sign up for e-
Bills to have your bill 
come directly into Pay 
Bills. You may be 
required to provide your 
online credentials in 
order for the system to 
access and retrieve 
your statement each 
month.  This is a secure 
communication 
between our system 
and your Payee. 

Click the e‐bill link to start the set up process.

Enter the information requested.  Usually the user name and 
password to the Payee website and the billing cycle are required.  
Our system will use this information to communicate to your Payee.
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NEW BILL PAY FEATURES!

A confirmation alert will display.  It may 
take up to 2 billing cycles to receive the 
e‐Bill, depending on the Payee.

Note the e‐Bill icon is now displayed.

Click to expand the alert.  
The yellow indicator displays when 
a Payee requires attention.

e-Bills :

You can set up alerts 
for when an e-Bill is 
presented and you can 
schedule  the system to 
make  full or partial 
automatic payments.  
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NEW BILL PAY FEATURES!

Expedited Payments:

Expedited payments 
allow you to send an 
overnight check to 
participating 
Payees. You will be 
charged a $14.95 
convenience fee for 
each expedited 
payment.

Select Expedited Payment from the tool bar.

Use the drop‐down menu to select the 
Payee and click Continue payment.
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NEW BILL PAY FEATURES!

Expedited Payments:

Some Payees have 
special addresses for 
overnight 
delivery. Check your 
last bill or contact your 
Payee to find this 
address.

There is a $14.95 convenience fee for using this 
service.  This fee will be deducted from the 
account selected to pay from. 

Enter the overnight check 
address.  This address may vary 
from the usual payment address.  
If you don’t know this address, 
contact the Payee.

Click Continue payment to receive a confirmation.  Expedited 
payments cannot be edited or canceled once submitted.For more information about

our Online Services visit us
at www.woodforest.com.


