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Business BillPay allows you to Manage users 
and payment accounts for Business Bill Pay. 
Located under Payments & Transfers menu.

Note: Only the BillPay Admin will have access 
to the BillPay Administration Tile. 
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Select one account you would 
like to use for Bill Payments
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Once the Enrollment Successful 
message appears you are ready to 
move to the Bill Pay Administration 
tile to entitle additional accounts 
before you begin using Bill Pay. 

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Click on Get Started and follow the steps 
on the screens. 
Prior to setting up Payments, please go 
back to Payments & Transfer menu and 
click on BillPay Administration tile. See 
next page for details
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To set up additional funding accounts or 
to add a new user to initiate bill 
payments - click on Billpay 
Administration
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This is the level 1 admin role. As the Bill Pay Admin click on the 
admin role to select the bill pay funding account(s).  Then 
submit. 
Please follow then next steps to add sub users. If no additional 
sub users are required skip to slide #18
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To add a new user to initiate bill 
payments click on Settings on the top 
menu bar then Manage Users
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To edit the user(s) click on the pencil 
icon to the right of the user.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Click on Manage User Roles

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Create a new Role for each additional 
BillPay sub user

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Create a NEW role 
“ BillPay Role”.  The Role 
Name could be the sub user’s 
name if you have more than 
one sub user.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Under your new sub 
user role, click on 
features 

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Click on 
Feature.item.featureUser/CV
BusinessBillPaySubUser.

Select any other related 
features you would like the 
user to access under this role.

Then click Save
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To set permissions for a new user to 
initiate bill payments click on Billpay 
Administration
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Level 2 users are also considered Admin users and have 
most of the same entitlements. 
Level 3 users are non-Admin users whose primary 
purpose is to use Bill Pay.  These users have no 
administrative authority.
Unenrolled - indicates the user is not enrolled in and has 
no access to Bill Pay.

Please select account(s) to fund the bill payments
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Once the User data updated successfully appears, 
the user may begin creating payees and payments 
based on their permission



Bank of Hope - Internal Use Only
Q2 Advisory ServicesFor assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

Click on add a bill and follow the steps 
on the screens to schedule add a bill 
payment
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Visit us at Bankofhope.com Business Banking for additional information

https://www.bankofhope.com/business-banking

https://www.bankofhope.com/business-banking
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