
6. A confirmation window  will appear. Verify your information, 
then click "OK"

To Add a Merchant to Your List

1. Locate "Pay It" on the left-hand side of your screen
2. Click on "Merchant Accounts"

To Enroll in Bill Payment
1. Log into your GVFCU account

2. Locate Personal Options at the left-hand side of the screen
3. To set up bill pay, click on "Bill Pay Enrollment"

7.  Read the availability screen for your first payment

3. Click on "Add Merchant"
4. You must fill in ALL of the following fields

4. Read the terms and conditions and check the box
5. Select your Checking account.  You may use one

Remember - use the bill due date - not the late payment date.

5 Day Guarantee -  Our Bill Pay service guarantees items will

5. Check box if this is a frequently used merchant.

Your first payment will always need to be scheduled at least  5 
business days prior to the due date.   If your merchant agrees to 
electronic payment - you will be advised to schedule the 
payment at least 2 business days before the due date.  Every 
time you are ready to make a payment - check the system to 
see if it indicates  2 or 5 business days  scheduling lead time.  A 
business day calendar ( as explained on next page) will assist 
you with your planning.

Merchant Name (as it appears on statement), Address (billing 
address), Phone number (billing department), Account Number 
with Merchant, User account name

     or  two checking accounts (if available) with Bill Pay.

be received by the merchant by the fifth business day.  If there 
is a problem with the payment - our bill pay service will contact 
the merchant to resolve the problem.  If they are unable to 
resolve the problem - you will be refunded up to $50.00 for any 
late fee.



To Make a Payment 5. You must fill in the necessary fields To Adjust a Payment
1. Locate "Pay It" on the left-hand side of your screen 1. Click on "Payments" and select "Setup/Change"

2. Click on "Payments"

6.   Select 
      "OK"   when
         finished

2. Select the information to be changed

3. Select the merchant for use and click "Set Up / Change" 7. A confirmation window will appear. Verify your information.

4. Click on the small calendar icon to select the delivery date 3.  Once finished click "OK" to change  or  "Delete".
*** Be careful to make sure your delivery date is on or before the 
due date 

4. Select "OK" to delete payment

8. A payments scheduled screen will give you an overview of the 
payment

Payments will deduct from your checking acct on the "send" date.

The comment section is for your reference only.  It will not be sent
to your merchant.
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