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Introduction 
Take a moment to understand the intended audience, pre-requisites, and access requirements for the material 

covered in this training guide. 

Intended Audience 
This guide is intended for the ePayment Center administrator for your team.  

Within this guide, you will learn about: 

• Registering for the EPC Payments Portal 

• User Management 

• Settings 

• SSO Portal Accounts 

Pre-requisites 
There is no pre-requisite knowledge needed prior to using this guide. 

Access Details 
As the administrator, you should have received access information from the Payer. If you need support, 

contact the ePayment Center at 855-774-4392. This guide focuses specifically on administrative tasks 

within ePayment Center (EPC). For general features within the ePayment Center, see the ePayment 

Center Training Guide. 

Technical Guide 
Access technical details, including Data Descriptions, PDF Document Viewer Options, 835 ERA File Data 

Content within the “ePayment Center User Reference Manual”, found in the Help & Resources menu. 
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Logging In 

How to Login 

1. Enter your User Name. 

2. Enter your Password. 

3. Click Login. 

 

4. Select the Verification Method you with to use (Text or Voice). 

5. Click Submit. 

6. Enter the Code provided via the verification method you selected. 

7. Click Submit. 

           

 

 

 



 
 

5 

         V. 2023.08 | © 2023 All Rights Reserved. 

 

Initial Enrollment 
While your enrollment is pending, you will see a screen similar to the below. This screen confirms where you 

are in your enrollment and prompts you to complete any necessary steps.  

 

Once your enrollment is complete, ePayment Center will open to the Payments screen. 
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User Management 
The User Management page is available for use by the ePayment Center’s administrator to manage staff logins. 

 

How to Add a User 

1. Within the User Management menu > User Management, click the Add a 

User button.  

The Add User pop-up displays  

1. Fill out the User Details for 

the new User.  

2. In the Permissions box, you 

MUST provide the following 

permissions: 

• Downloading Data 

• Lookup of Claims 

• Lookup of Payments 

Without these permissions, the 
user will not be able to see 
information in the Portal.  

3. Click the Save button. 

You must advise the new User of 
their username, as this will not be 
emailed to them. The User will 
receive an email with a link to 
create their password, to access 
this email, please have them 
follow the ZIX instructions. 
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Resetting Password and Security Questions 
Not only can you create users and define their privileges, but you 

can assist in troubleshooting their access, by clicking the Reset 

link to the right of a user’s account. 

You will then check the appropriate box. If an option is not 

available to select, it is not relevant for that account. 

 

• Unlock Account: Only available if an account has been locked out. 

• Wipe MFA: This will reset the Multi-Factor Authentication configuration, sending an email to 

recreate the configuration. 

• Reset Password: This will trigger a password reset email for that account. 

• Erase Security Questions: This will reset the security questions for this account, requiring 

new questions be set upon next login. 

• Enable Account: This will enable a disabled account. 
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Settings 
The Settings page is where the administrator can update payment preferences (banking info and notifications).  

 

Payment Method 
If you have not already enrolled in the ePayment Center, you will see the “Enroll” to enroll in ePayment 

Center, rather than the “Currently enrolled in” button. You can update your banking information/account 

information, by clicking “Currently enrolled in”. See steps below.  

 

The very first time you login this is where you complete your enrollment. 
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How to update your Account 

1. Within Settings > Payment Method, click the “Currently enrolled in” 

button.  

2. In the Business and Contact Information section, enter the required 

information and click Continue.  
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3. In the Banking 

Information section, fill 

out your banking 

information; and click 

Continue.  

 

 

 

4. A pop-up will advise 

you to reach out to 

your banking 

institution and provide 

them the ePayment 

Center’s originating ID. Please be 

sure to follow this step so that there 

are no delays in processing your 

enrollment. Then click Confirm.  

 

5. In the ERA Delivery 

section, fill out your ERA 

Delivery options. Fill in 

your contact information 

and the ERA Delivery 

you wish. Then, click 

Continue.  
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6. On the Payments Notifications screen, select if and how you would like to 

receive notifications about payments. Then, click Next.  

 

7. Finally, on the Review Agreement and Submit Enrollment page, review your 

settings, edit as necessary, and read through the full User Agreement. 

Download a copy of the Agreement, sign and click to the box stating that 

you have reviewed the agreement, and then click Submit.  

There will be a pre-note and verification process completed at this time. Please allow up to 
10 business days for this to occur. After the verification is complete, your payments, for this 
specific Payer, will be direct deposited and you can access the EOPs through the ePayment 
Center.   
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ERA Delivery Method 
Here you will see how your Electronic Remittance Advise documents are delivered (Explanation of 

Payment). Be sure to fill in the name, email, and phone number of the person on your team responsible 

for handling incoming remittance data.  
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Notifications 
In the Notifications section of Settings, you can update how you are notified of payments. You can be 

notified via Email, Fax, Text or not at all.  

 

Adding notifications is as easy as clicking +Add Notification, selecting the Notification Type (currently 

only one option), Delivery Method and filling in the Send To field (email or phone number). Once you 

have notifications in place, you will see the option to edit or delete. 

 
  

 

  


