
 

E-Payment Wizard 
 
The e-payment wizard will guide the user through the process of making a payment online.  
 

 
 
Making an e-payment 
 

a. Select who will be making the payment; i.e. the Borrower or Insurance Agent. Click the 
“Next” button once the source has been selected.   

 
If the user is making a payment from an entity other than the borrower, a new window will appear 
called Select Customer Accounts. This will allow the user to add one payment for one customer or 
multiple payments for multiple customers. 
 

 
 

The user can click “Add Account” to retrieve an account they wish to make a payment on. 
 



 

The Select Customer Accounts screen will now include the list of account(s) you will now submit 
payments for. 
 

 
 
Click the “Next” button to continue. 

 
 

 
 

b. Account or Bar Code - Enter the customer account or click on the search icon to find the 
correct account. 

c. Amount - In this field the payment amount will automatically default to the current amount 
due. Make sure the dollar amount is correct or enter a different dollar amount.   

d. Payment Type - Select the payment type from the dropdown list. There are three options 
available: Down payment, Payment or Return Premium. 

e. Click the “Next” button  
 



 

 
 

f. Name - Review the Name of the insured to make sure it is correct. 
g. Bank Name – Enter the correct bank name 
h. Check Number - Enter a check number if the field does not contain a check number 

already.  A check will be created from this account when the payment is submitted. If the 
Check Number field has “automatic” already placed in this field then the payment will be 
processed as an ACH and debited from the account. 

i. Check Fee – This is the amount the finance company charges for processing e-payment. 
j. Check Date - Enter the payment date 
k. Routing Code - Enter the routing code 
l. Account Number - Enter the bank account number 
m. Review and/or add the address of the payee 
n. Click the “Next” button  

 
Review the Payment confirmation and then click on “Finish” to submit the payment. 
 


