
 

BEA 2.0 QUEUEING PROCEDURE 

 
Pay Bills 

 

 

Page 1 of 8 

This document contains confidential data. It is intended solely for the use of authorized recipient(s). 

Unauthorized use, disclosure, or reproduction is strictly prohibited. 

Unauthorized use, disclosure, or reproduction is strictly prohibited. 

 

 

 

BEA 2.0 QUEUEING PROCEDURE 
 Pay Bills 

  

I. BEA 2.0 DASHBOARD 
System will display all the available Services: 

 Deposit

 Withdrawal

 Priority Queue

 Encashment

 Pay Bills

 Financial Services

 Customer Services

 

II. PRE-STAGE PAY BILLS 
1. Select “Pay Bills”. 
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2. Biller categories will be displayed. Select “PROPERTIES” then 
“SEARCH” the appropriate merchant of the mall.To identify the correct 
merchant, refer to the top-center portion of the invoice. 
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3. After selecting the desired biller, input the Reference. 
 
For Check payment: 
<CONTRACT NO><BILL NO><LAST 3 DIGITS OF CHECK> 
 
For Cash payment: 

 <CONTRACT NO><BILL NO>  

Once done select “Next”. 

  
  

  
  

  
  
  

  
  

 

 

 

 

 

Note: The contract number and bill number can be found in the lower-left 
portion of the invoice. See the photo below for reference. 
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4. Payor must select the "Payment Type": Cash, Check, or Mixed (Cash & 
Check). 

 

 

 

5. The payor should input the amount and click “Next” to proceed. 
 

 



Page 5 of 8 

This document contains confidential data. It is intended solely for the use of authorized recipient(s). 

Unauthorized use, disclosure, or reproduction is strictly prohibited. 

Unauthorized use, disclosure, or reproduction is strictly prohibited. 

 

BEA 2.0 QUEUEING PROCEDURE 
 Pay Bills 

 
 

 

 

 

6. The payor should verify if all details are correct, then click "Submit" to 
proceed. 

 

7. If the payor wishes to add another transaction, select “Yes”. The payor may 

add up to four (4) additional transactions. Otherwise, the payor should 

select “No” to proceed 
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8. The screen will display the payor’s queue number, indicating that the 

transaction has been successfully queued for processing. The payor may 
click the “X” button or select the “Back to Home” to return to the 

homepage. 

Note: The system will automatically return to the homepage after 

60seconds. 

 

III. PRE-STAGE CUSTOMER SERVICES 
1. If the desired biller is not found under any of the defined categories, 

including “OTHERS,” the payor may select “Customer Services” and then 
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choose “Others”. 

Note: This step will not require any specific input from the payor. 

 

2. After selecting “Others,” a queue number will be generated to route the 

payor to a teller. The teller will manually access the Bills Payment menu 
and select the specific biller from the dropdown list based on the payor’s 

request. 
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3. The screen will display the payor’s queue number, indicating that the 
transaction has been successfully queued for processing. The payor may 
click the “X” button or select the “Back to Home” to return to the 

homepage. 

 
Note: The system will automatically return to the homepage after 60 seconds. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


