US Network Bank
Guidelines for Making Payments

How to Add Payees from the Master List of Payees

e Loginto your bank account by accessing http://165.155.104.252/i-bank

e C(Click on Payees from the sidebar

e All firms and student employees using the US Network bank are automatically in this master list.
In addition, all international firms that are affiliated with PEN International are also in here. You
CANNOT add payees.

e Inthe “View Payees” area, you can choose the USA or any other country. You can also select a
certain state where a firm is located. Finally, you can choose either Corporate (firm) accounts or
Personal (employee) accounts. You need to create your own payee list by going to this page,

and choosing “add” under “My Payees.” This will automatically put this payee in your “Bill
Payment” area.
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How to Make a Payment to a Firm or Employee

e Click on Bill Payment from the sidebar


http://165.155.104.252/i-bank
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e Choose the account from the first dropdown

e Select your payee from the drop down list. If not there, you must return to Payees and “add”
that payee to your personal list.

e Specify the amount you want to pay
e |ndicate the currency with which you are making payment

e Enterinan appropriate memo, i.e., payroll date if it is payroll for an employee, Invoice Number
if it is payment on an invoice. Also include your firm name, not alias in the memo area. Note:
Do not click on “continue indefinitely” as this will cause repetitive payments to occur.

[ )

Click on “save” or “save and add another” if you have another payment to make. After making

the transaction, you can view it in the Pending Transactions. Transactions will be processed
with 24 hours.



