
ELECTRONIC STATEMENT & PAYMENT ACCESS ROLES

Cardholder: This access role is given to users to view their own statements, pay their own
balances, and view their electronic payment history online.

DISPLAY STATEMENTS
On the Statement screen, export files can be created and statements printed. To view a specific statement,
enter the account number in the appropriate box, or perform a User Search.
The screen will then refresh illustrating the most current statement information for the specified account.
The statement includes credit card and cardholder information, including account number, billing and due
dates, amount due and amount to pay, as well as transaction detail.



MAKE AN ELECTRONIC PAYMENT

Bank Setup

In order to make an electronic payment, users will be asked to enter their bank information on the Bank
Setup page to specify the account from where funds will be electronically transferred for payment.

The ABA routing number, bank account number, bank account type (checking/savings) and bank account
name (typically the employee’s name) are required fields. Once the routing number is entered, the
branch location and bank account type can be selected from the appropriate drop-down boxes.

When finished, click . To reset the bank information to the previously saved information, click
. To remove the bank information, click .



Electronic Payment

Electronic Payment

The Electronic Payment page shows an image of a check with the amount to be paid. Typing over the
current amount with the desired payment in the dollar field can alter this amount.

Also, clicking will change the payment amount to equal the total of all transactions
shown on the current statement. Clicking will change the payment amount to equal the
entire account balance, including the statement amount. Payments cannot be submitted in amounts
greater than the account balance to create a credit balance.

After reviewing the payment amount, click . Once you submit the payment amount, you
will be directed to the Payment History screen.

Here you will be able to confirm and save the payment by clicking on .

Note: Please allow up to three business days for electronic payments to post to the account. Electronic
Statement & Payment will not post payments dated after the due date for the current cycle. Late payments
will be posted to the next statement.



AutoPay Setup

The AutoPay Setup page allows a user to set up the automatic electronic payment of the current balance.
Selecting the “Autopay” checkbox next to the account number(s) authorizes JPMorgan Chase to initiate
an ACH debit for the total amount due. If this option is activated, the payment will be processed on the
Statement Due Date on an ongoing basis.

By selecting the “E-mail Reminder” checkbox, a message will be sent to the e-mail address to notify the
user of when the automatic payment will be made.

Click to update the changes made and activate the Autopay feature.


