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iPay Business Bill Pay 

How to Delegate Payment Tasks 
 

Go to the “Options” tab. 

Select “Manage Users.” 

From there, you will see your Admin User List. 

 

Choose the user you want to delegate payments to and select “Permission Settings.” 

This allows you to view the current permission settings for this user and to edit these settings. 

 

Edit Permissions Menu—Payments 

 Schedule Bill Payments 
o Allow the user to schedule payments to any payee or to specific payees that you choose. 

 
 Schedule Email Payments 

o Allow the user to schedule payments to all email payees or to specific email payees that you 
choose. 
 

 Establish Payment Caps 
o Set specific payment caps for each payee, or set a payment cap that applies to all payees. The 

user will not be able to exceed this cap when scheduling payments. 
 

 Choose Payment Accounts 
o Determine which accounts the user can make payments from. 
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Select “Approve Authority” in the Edit Permissions menu to indicate that you want to approve transactions. 


