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CheckFree RXP User Interface: Product Features 

 

Objectives 

After completing this course, you will be able to: 

¶ Understand the product features and functionality of 

CheckFree RXP 

¶ Practice utilizing CheckFree RXP to set up billers, 

enroll for electronic bills, and enable automatic 

payments 

¶ Familiarize yourself with some of the Value-added 

features of CheckFree RXP 

¶ Become comfortable enough with the product to walk 
a subscriber through the Online Bill Pay experience 
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Signing in to CheckFree RXP 

To begin using CheckFree RXP, subscribers must first sign 
in. Signing in provides an added level of security for their 
service.   

Subscribers must sign in again if they are not active in 
CheckFree RXP for a set period (usually 10 minutes). 
Automatic sign out helps protect personal and payment 
information if they are called away from their computer.  
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Forgotten User Name or Password 

Subscribers who have forgotten their user name will need to 
contact Customer Service. 

Subscribers who have forgotten their password will have the 
ability to reset their password online by clicking the Forgot 
your user name or password?  

To reset the password, subscribers will need to perform the 
following steps: 

1. Enter the User Name, First Name, and Last Name on the 
Reset My Password page.  

 

2. Answer the following questions to verify identity.  

 

3. Enter the new password, confirm the new password, and 
then click Save Changes. 

 

 

As part of the verification 
process, subscribers are 
asked for the last four digits 
of their social security 
number and the last four 
characters (alphanumeric or 
special characters) of an 
account from which they pay 
bills. This verification 
ensures that others cannot 
easily change their password 
and sign in to CheckFree 
RXP. 

The password must be 
between six and eight 
characters (letters or 
numbers, no spaces). We 
recommend a combination of 
letters and numbers for 
security reasons. Choose a 
password that others cannot 
easily guess, and do not 
share your password with 
anyone. 
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Quick Start Add Page 

 

New subscribers to online bill pay will be presented with the 
Quick Start Add page when they click on the Bill Pay tab or 
log in for the first time.  

 

Quick Start Add page increases the use of CheckFree RXP 
by encouraging subscribers to add more billers by 
recommending new payees based on their zip code or from 
other payees they have added. 

 

The Quick Start page displays six categories of billers: 

¶ Cable/satellite 

¶ Credit Cards 

¶ Loans 

¶ Telephone 

¶ Insurance  

¶ Other 
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A simple click in the checkbox next to the biller type provides 
the subscriber a drop down list. This list displays all the 
billers they can choose to add within that particular category 
(i.e. Credit Card). 

 

 

 

The subscriber is required to enter minimal information such 
as their account number with that biller and the billerôs zip 
code. 

 Once all the required information is entered, the biller is 
added with a simple click of the Add button.  

 

Once the subscriber has entered all the billers, they wish 
from the Quick Start page, they can proceed to pay their 
billers by clicking on the Go to the Payment Center link at 
the bottom of the page. 
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Icons 

The Payment Center page presents icons to help 
distinguish the features the subscriber enabled for each of 
their billers. 

Icons Definition 

 

Sign up for an electronic 
version of their bill 

 

Electronic bill activated 

 

Waiting for bill  

 

View new electronic bill 

 

Automatic Payment 
(recurring payment) enabled 

  

Automatic Payment 
(recurring payment) enabled; 
Sign up for an electronic 
version of their bill  

  

Electronic Bill activated; 
Automatic Payment enabled 

  

View new Electronic Bill; 
Automatic Payment enabled 
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Payment Center 

The Payment Center page serves as a ñhubò, consolidating 
the tasks of making payments and reviewing payment 
history. The simplified user interface provides easy setup 
and intuitive navigation for the subscriber. 

 

 

 

View additional bill history by 

clicking the Bill History tab 

Bill  

Reminders 

Pending 

Payments 

Displays 
45 days of 

bill history 

Make 

Payments 

Sign-up, 
view and pay 

eBills 

Sortable 

biller list 

Demo 

Payee 

Groups 
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Add a Bill page 

The new subscriber is directed to the Add a Bill page to add 
their first biller (company or person to pay). 

 

 

Quick Add 
features 
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Adding a Company with an Account Number 

If the subscriber has a bill, statement, or invoice from the 
company they want to pay, they can select this option. When 
they select this option, they can either: 

¶ Search for an address matched based on the 
companyôs name 

¶ Enter all of the information needed to make their 
payment: companyôs name, address, phone number, 
and your account number. 

 

If a match is found, the subscriber is prompted to enter their 
account number along with biller zip code. 

If a match cannot be located, the subscriber is prompted to 
fill in all information for the biller.  

 

Search by 
biller 
name 

Option to 
enter all 
biller info 
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Adding a Person 

If the subscriber would like to make a payment to an 
individual (i.e. paperboy, etc.) they can do so by choosing 
this option. When they select this option, they can either: 

¶ Search for the individualôs name and address based 
on the individualôs phone number. If possible, do not 
type a wireless or unlisted phone number. 

¶ Enter all of the information needed to make their 
payment: payeeôs name, address, phone number, and 
your account number. 

 

 

The system will search publicly available phone listings and 
try to find a name and address match. If a match is found, 
the subscriber will see the name and address of the person 
located. 

If a match cannot be located, the subscriber can click the 
search for another person link to start a new search. 

 

Search by 
biller phone 
number 

Option to 
enter all 
biller info 

Option to 
enter all 
biller info 

Search by biller 
phone number 

Populated 
biller info 
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Adding a Bill - Security Enhancements 

An anti fraud email confirmation message will be sent to the 
subscriber after a new biller is added to their bill pay 
account.   

The Add a Bill confirmation page will also display a message 
letting the subscriber know that a confirmation email will be 
sent.  
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E-bills  

 

Signing up for Electronic Bills While Adding the New Biller 

If the biller offers electronic bills and supports the early 
activation option, the subscriber will be prompted when using 
the Company option to active their electronic bill at the 
same time.  

 

When activating the e-Bill at the same time the biller is being 
added, the subscriber will receive the óCongratulationsô e-Bill 
message.   
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When using the other Quick Add Biller options, the 
subscriber is prompted to sign up after they have added the 
biller.   

If the subscriber does not wish to sign up at this time, they 
can do so later from either Manage Your Bills or the 
Payment Center via the Payment Assistant. 
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Subscriber will 
be able to see 
complete list 
with 
thumbnails of 
the billers they 
pay through 
bill pay that 
can deliver 
electronic bills. 
 
List can 
display up to 
20 billers at a 
time. 

Information required 
from biller. 
 
Required information 
will differ by billers. 
 
Subscriber will be 
able to change 
Service Name and 
Address so that it 
mirrors their bill 

Selected biller 
will always 
display at top 
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When the subscriber clicks the Submit button, a message is 
displayed advising that the electronic bill request has been 
submitted and what to expect next.   

The subscriber can choose to activate another biller or click 
the ñXò button to close out of the screen.  

 

When the subscriber returns to the Payment Center page, 
the bill icon appears next to the biller just added.  

The subscriber can click on this icon to see information 
about the biller. 

 

When the subscriber activates electronic bills for a biller, 
they will not be able to activate automatic payment (for the 
electronic bill) until the first electronic bill has arrived.  
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Signing up for Electronic Bills from the Payment Center 

If a biller displays the  icon, the biller is enabled to receive 
electronic bills. The subscriber can initiate the sign up 
process by either clicking the icon or clicking the link from 
the Payment Assistant.   

Clicking either option opens an application layer for the 
subscriber to start the sign up process. 
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When the subscriber closes the application layer, the 
Payment Center remains open and any data entered 
remains intact. 
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Ebill Trial Period 

CheckFree RXP supports enhanced electronic bill 
functionality and gives the subscriber the option to enroll in 
an electronic bill trial period. Electronic bill trial period 
capability is supported at a biller level. 

The trial period allows the subscriber to sign up for electronic 
bills without having to immediately turn off paper bills (for a 
biller that normally requires paper suppression as part of the 
electronic bill sign up process). 

After a biller-specified period (generally 90 days), the 
subscriber must elect to turn off paper bills or the electronic 
bill feature will be automatically cancelled for that biller. 

Supporting changes, such as displaying the amount of time 
remaining in the electronic bill trial period and giving the 
subscriber paper suppression functionality have also been 
made. 

*Visuals presented on next page 
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e-Bill trial period 
promotion on e-Bill 
request screen 

e-Bill trial period 
promotion on 
Payment Assistant  
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Electronic Bill Incentive Messaging 

The purpose of the electronic bill messaging is to encourage 
the subscriber to sign up for electronic bills. The messages 
displayed on the Payment Assistant will include one of four 
themes that have shown to drive consumer awareness and 
adoption of electronic bills:  

¶ Convenience 

¶ Security 

¶ Environmental 

¶ Financial 
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Quick Biller Add Section of the Payment Center Page 

The Quick Biller Add section provides the user with a ópick 
listô of typical billers in their area making adding a new biller 
very easy. It will display in an open view if the subscriber has 
less than four billers. 
 
Once they have four billers in their Payment Center, the 
Quick Biller Add feature will automatically minimize. It will 
return to an open view if the user deletes billers and has less 
than four billers. The user can maximize and utilize this 
section at any time in the future.   
 
Using Quick Biller Add: 

1. Click the + sign to expand the payee category and obtain 
a list of payees 

2. Click on the payee name to add 

3. Enter the account number.  

4. Some billers also require the user to enter their zip code 
for further verification. 

5. Click the Add Bill button 
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Payee Grouping 

Payee Grouping allows the subscriber to categorize their 
billers in the Pay Bills section of the Payment Center. 

 

Up to 60 Payee Groups can be created. Additional groups 
will prompt the subscriber to delete one of the existing 
groups. 

Viewing Payee Groups: Fiserv and sponsor associates 
cannot view payee groups within our internal applications 

If the subscriber 
wishes to collapse  
or expand their  
Payee Group,  
they simply click  
the [-] or [+] icon 
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Create a Group 

 
1. Click the Add/Manage Groups link 

 

2. In the Group Name field, enter the group name, i.e. 
Credit Cards 

3. Click the Add Group button 
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Managing Payee Groups 

Assigning a biller to a group:  

1. Click the Change Group drop down box 

2. Select the group name from the drop down box  

 

Once the biller(s) are assigned to the desired group(s) the 
subscriber clicks the Return to Payment Center link or 
button 

 

Updating a group name:  

1. Enter the new name 

2. Click the Save Changes link 

To remove the group, click the Delete Group link  

 



CheckFree RXP Training  

 Fiserv, Inc. 25 
  

Making a Payment 

After adding a biller, the subscriber can make a payment to 
that biller or any other biller they have added from the 
Payment Center page. 

 

Preferred Account 

The Pay From field on the Payment Center page displays 
the funding accounts tied to the subscriberôs bill pay account. 
The subscriber can choose which account to be their 
Preferred Account, which always appears first in the drop-
down. Preferred Account displays under the funding account 
selected.     

 

If the subscriber chooses to change their Preferred Account, 
they can do so by selecting the non-preferred account from 
the drop-down list and clicking on Make Preferred Account. 
This account is now flagged as the preferred account and 
appears first in the drop-down list.   
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Payment Assistant 

The Payment Assistant is a ñone stop shopò application layer 
that displays over the mini-modules on the right hand side of 
the Payment Center. The Payment Assistant provides 
support to the subscriber with everything from signing up for 
electronic bills, viewing and/or changing biller information, 
accessing payment detail for recently paid bills, and enabling 
automatic payment for bills paid on a recurring basis.  

The Payment Assistant provides a progressive experience, 
helping the subscriber advance from basic capabilities of 
online bill pay to more advanced features at the appropriate 
time.  

 

 

 

 

 

 

Displays: 

¶ Category assignment 

¶ Biller phone number 

¶ Billerôs address  
(if unmanaged biller)  
or  
ñAddress on Fileò  
(if managed biller) 

View Pending and Recent Payments   
 
Provides a link to view payment details 
for the payment selected 

This section will change based on 
biller selected.  
 
Subscriber will be able to: 

¶ Sign up for electronic bills 

¶ View, pay or file electronic bill 

¶ Set up an automatic payment 
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Dynamic Calendar 

Selecting the Calendar icon, tabbing, or inserting the cursor 
into the Pay Date field opens the calendar version of the 
Payment Assistant. 

 

Payments for some billers can be processed on the SAME 
DAY or NEXT DAY. The calendar feature will show which 
billers have this feature available. 

¶ Dates shown in blue are earliest available payment 
dates as well as other eligible payment dates.The 
earliest possible payment date will reflect the new 
10pm (EST) cut off time if the biller and sponsor are 
supporting it. Todayôs date appears in bold 

¶ If the subscriber has set up a bill reminder due date 
for the biller, it will show the due date with a red 
square around it.  

¶ Dates shown in gray are unavailable 
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 Scheduling the Payment 

After the subscriber has filled in the dollar amount of their 
payment and chosen the payment date, they will need to 
scroll to the bottom of the Payment Center page and click on 
the Make Payments button. 

 

Once the subscriber clicks the Make Payments button, the 
subscriber will be able to review the payment they just 
scheduled.   

 

Review Payments 

On this screen, the subscriber has the ability to do the 
following: 

¶ Add a memo to the payment (for paper payments) 

o The Memo feature is for paper payments only. 
The Memo field is a 34-character field that the 
subscriber can edit for any payment sent as a 
check. The memo and the account number will 
both print on the check. 

¶ Make changes to the payment 

¶ Cancel the payment 

¶ Submit the payment 
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Payment Confirmation 

Once the subscriber has clicked on the Submit Payments 
button, they will be taken to the Payment Confirmation 
page. From this page, the subscriber will have the ability to 
do the following: 

¶ Print the page for the payment they just scheduled 

¶ Add a note to the payment  

o A payment note can be added to any payment 
in a 256-character field. Payment notes are for 
the subscriberôs personal use within the 
application and will not be printed on any 
checks or remitted to the biller. Payment notes 
are viewable from the Bill Detail screen. 

¶ Write down the confirmation number for the payment 

¶ Request an electronic bill if the biller offers this 
function 

¶ Set up an Automatic Payment for the biller (the 
Subscriber can also perform this function from the 
Manage Your Bills page) 
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Pending Payments 

Once the subscriber has scheduled their payment, it will 
appear on the Payment Center page under the Pending 
Payments section. 

The subscriber can change or cancel the payment from this 
section or they can also change or cancel it from the Bill 
Detail page.  
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If the subscriber chooses to edit the pending payment, the 
following information can be edited:  

¶ Bank account information (if more than 1 payment 
account is available) 

¶ Pay date 

¶ Amount 

 

Once the subscriber saves their changes, they will receive a 
new confirmation page showing the changes.   

They will need to click the Finished button to process the 
change. 
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Once the payment has started processing, the status of 
Processing appears in the Pending Payments mini section 
advising the subscriber of the change in status.      
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Flexible e-Bill Payments 

A subscriber will be able to schedule a payment for a various 
amount relevant to a delivered e-Bill, including: 

¶ Minimum Amount Due 

¶ Amount Due 

¶ Account Balance 

¶ Other Specified Amount 

The subscriber will have control, both in the pop-up window 
and the Payment Center, to decide on a payment amount 
and change the amount and/or pay date prior to confirming 
the payment transaction.   

While the payment is in ñpendingò status, the subscriber also 
has the control to edit the payment prior to processing. 

The specific amount options offered to the subscriber will 
vary dependent upon which information is provided by the 
biller for a given e-Bill.  
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Updating Payee Information 

 

Payment Center 

Clicking on the biller name, tabbing, or inserting the cursor 
into the Amount field opens the Payment Assistant.   

If the biller has a managed relationship with Fiserv, ñAddress 
on Fileò will appear at the top of the Payment Assistant. If the 
biller does not have a managed relationship with Fiserv, the 
subscriber will be able to see the address they entered for 
their biller.  

 

When the subscriber clicks the Update Biller link in the 
Payment Assistant, an application layer appears allowing the 
subscriber to update information for the biller. The amount of 
information the subscriber can change will depend if the 
biller has a managed relationship with Fiserv.  
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The application layer for a managed biller:  

 

 

 

 

 

 

The application layer for an unmanaged biller: 

 

When the subscriber closes the application layer, the 
Payment Center remains open and any data already entered 
remains intact. 

NOTE: The subscriber 
can indicate if they 
want their changes 
applied to pending 
payments for the biller.  
 
This box is 
automatically checked 
by default. 

The biller account number will appear masked in 
all areas of the CheckFree RXP.  

If the biller provides a full account number on the 
electronic bill, the e-Bill will be the only place a 
subscriber can view their full account number 
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Modifying a Bill - Security Enhancements 

An anti fraud email confirmation message will be sent to the 
subscriber if the biller name, biller account number, or biller 
address has been changed.    
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Manage My Bills  

The Manage Your Bills page intuitively aids the subscriber 
with setting up and managing each of their billers. 

Edits, such as adding an automatic payment, updating biller 
information, and setting up reminders can easily be 
completed from this single view for any biller. 

 

Subscriber 
chooses action 
for the biller  

Subscriber picks 
their biller from 
the list 
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Setting up Bill Reminders 

Bill reminders allow the subscriber to set up notifications for 
when bills are due to be paid. The subscriber can establish 
due dates for their bills and receive notification on the 
Payment Center page or alerts via Internet e-mail when bills 
are due. 

 

If the subscriber is receiving an electronic bill, it appears in 
the Reminder section as soon as the bill is received from 
their biller. 

When a bill is past due, the reminder appears in red. Past 
due reminders typically disappear five (5) days after the billôs 
due date. e-Bill reminders will remain in the mini module until 
they are filed 

Subscriber chooses 
how to set up 
reminder 

Subscriber 
chooses option for 
biller  

Subscriber chooses when 
they want to be reminded: 

¶ payment processed 

¶ automatic payment 
scheduled 

¶ upcoming automatic 
payment expiration and 
more 
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Scheduling Up Automatic Payments 

Automatic Payments can be enabled for billers that are 
activated for electronic bills and for billers to be paid on a 
repeating basis. The subscriber will be able to set up 
Automatic Payments from the Payment Assistant or via the 
Manage Your Bills tab. The type of Automatic Payment that 
is set up depends whether or not the biller offers electronic 
bills and the service has been activated.  

If the subscriber has paid the biller the same payment 
amount three months in a row, the Payment Assistant will 
recognize this and ask the subscriber if this is their regular 
payment amount. If so, the subscriber can click the ñSet it 
and forget itò link to set up their Automatic Payment. (Refer 
to the next few screenshots for the set up process). 

 

 

 

Payment Assistant 
recognizes if the subscriber 
has made the same payment 
before to the biller.  
Subscriber can click the  
Set it and forget it link to 
activate automatic payments 
for the biller 
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The Automatic Payment Confirmation page appears only if 
the subscriber initiated the automatic payment set up via the 
Payment Assistant. 
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Repeating Automatic Payments 

 

 

 

 

Subscriber 
chooses type of 
reminder 

Subscriber 
chooses set up 
option 
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Once the repeating Automatic Payment has been enabled, 
the subscriber will see the Auto Pay icon next to the biller on 
the Payment Center page.  
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Setting up Automatic Payments for Electronic Bills 

 

Once the repeating automatic payment for the electronic bill 
has been enabled, the subscriber will see the Auto Pay and 
Bill icons next to the biller on the Payment Center page. 

 

 

 

 

Subscriber 
chooses set 
up option 

Subscriber 
chooses type of 
reminder 
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Categories 

The use of Categories allows the subscriber to appropriately 
group transactions by industry or biller type, such as 
ñMortgageò, ñUtilitiesò, and ñTelephoneò. 

The subscriber can create new personalized categories 
within their bill payment account.   

Categories are integrated into the appropriate screens within 
the product, such as Bill History, and Manage My Bills 
screens.  

Filtering and sorting capabilities based on category are 
available on the Bill History screen, which will be discussed 
later. 

 

 

The Payment Assistant also displays the Category listing for 
the biller chosen.  
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Bill History 

The Bill History page allows the subscriber to review their 
payments for 24 months and electronic bills for 180 days (6 
months). 

The subscriber can view 60 payments per history page.   

The alternating row colors provide the look and feel similar to 
a checkbook register.  

 

 

Print option 

Status of payment 
or electronic bill 

View bill 
detail 
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Sorting Bill History 

There are different ways the subscriber can sort their bill 
history. They can filter their Bill History by biller name, 
payment status, and funding account. This filtering will hide 
payments made to all other billers to provide the subscriber 
with an enhanced capability to locate specific transactions.  

 

Current View and Additional Options 

If subscriber chooses to enter their own date range, they can 
do so by clicking the drop-down box in the Current View 
section. The subscriber is provide with the number of 
days/months (Past 12 months) along with the specific dates 
(Nov. 2009 and future) 

 

The subscriber can then choose to search for additional 
options by using the Additional Options drop-down box.  
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Viewing Bill Detail 

To view Bill History for a particular payment or electronic bill, 
the subscriber clicks the ñView Detailò link from the Bill 
History page. The ñView Detailò link will be accessible only 
for payments that are 6 months old or newer. 

From the Bill Detail page, the subscriber can: 

¶ Print the history for the payment 

¶ Determine when their funding account was debited 

¶ Determine when the merchant is scheduled to receive 
the funds 

¶ If available, view when the biller posted the payment 
to their account 
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Bill Detail for Electronic Bills 

If the subscriber accesses the Bill Detail screen for an 
electronic bill, they will see the screen below. The subscriber 
will be able to: 

¶ View the check status 

¶ View the status of the electronic bill 

¶ Print 

¶ File the bill 

 

 

Filing an Electronic Bill 

The subscriber will have the ability to file an electronic bill if 
they choose to pay it by some other means. If the subscriber 
files the bill, then later wishes to schedule a payment, they 
will need to do so from the Payment Center page.  

 

The subscriber can also file the electronic bill from the e-Bill 
Summary screen, which is accessible from the Payment 
Center.   

Subscriber can choose a 
payment method and enter a 
note, if they wish before filing 
the bill 
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Electronic Bill Download Functionality 

The subscriber will have the ability to download and save a 
copy of their electronic bill to their computer in PDF format. 
The download capability is supported at a biller level. 

A download link will display on the top frame of the Bill Detail 
screen, if applicable for that particular biller.  

Also included will be a link to download the free Adobe 
Acrobat Reader. 
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Bill Pay Messages 

The Bill Pay Messages link, allows the subscriber to view 
their bill pay messages and electronic bill notices. 
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My Accounts  

The My Accounts page provides easy access for 
subscribers to: 

¶ Add and/or delete funding accounts 

¶ Transfer funds from one account to another 

¶ Move scheduled payments from one funding account 
to another 

 

Move Payments 

Moving payments involves these criteria: 

· The scheduled payment has not begun processing, 
including any Automatic Payments. 

· All future Automatic Payments will be moved to the 
new funding account. 

 
"Moving" the payment funding account affects all pending 
payments. It is not possible to move only one payment 
between funding accounts if there are multiple pending 
payments in the product. 

 

 

User can easily 
add, delete, or 
modify funding 

accounts 

User is able to 
choose the 

maintenance 
they would like 
to perform from 

list 
Access to 
Transfer 
History 



 CheckFree RXP Training 

 

 

My Profile 

The My Profile page intuitively guiding the subscribers 
through common tasks related to their productôs setup and 
maintenance. 

Subscribers can perform the following tasks: 

¶ Update personal information to modify the their name, 
home address, telephone number, and e-mail 
address 

¶ Change the user name and password for their bill pay 
account 

¶ Add or update information for an additional account 
user, who is a person authorized by the subscriber to 
make payments and contact customer service on 
behalf of the subscriber 

¶ Update the funding account for service fees 

¶ View current and alternative service payment plans 

¶ Cancel bill pay 
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Update Personal Information 

The Update Personal Information page allows subscribers to 
view and edit personal information such as telephone 
number, address, etc. in My Profile 

 

Change User Name and Password 

Subscribers can update their user name and password 
within bill pay. 
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Add an Additional Account User  

This page allows subscribers to view and edit additional 
account user information in My Profile. An additional account 
user is a person authorized by the subscriber to make 
payments and contact customer service on their behalf.  

 

 

Update Service Fee Account 

The Update Service Fee Account page allows subscribers to 
change the funding account for service fees.  
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View Payment Plan 

This page allows subscribers to view and select service 
plans in My Profile. 

 

 

Cancel Service 

The Cancel Service page in My Profile allows subscribers to 
cancel their bill pay service, if allowed.  

 


