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How to Enter a Patient into a Payment Plan 
 1.  Login to the ePAY portal.  Click on ‘ePlan’ at the top of the page. 

2.  Click on ‘Enroll a Patient Into Quick Plan.’ 

3.  If the patient is an established patient in the ePAY database, simply search for the patient by 
name.  (If the patient is a new patient to the facility and not in the ePAY database, click on ‘Enroll 
a New Patient.’  Fill in patient information.) 

4.  Once desired patient is found using the Search boxes, click on the arrow to the right of the record. 

5.  In the box, ‘Payment Plan Total,’ enter the balance the patient owes.  

§  For established patients within the ePAY database, the patient’s outstanding balance will auto 
populate.  This is an editable field, so if the patient wishes to pay some of the balance up 
front and then put the remainder of the balance on a payment plan, you may change the 
‘Payment Plan  Total’ field. 

6.  Enter ‘Desired Monthly Payment.’ 

§  Each facility has set parameters on the number of total payments allowed.  If the patient is 
self-enrolling in a plan and the amount desired by the patient exceeds the number of 
payments allowed, the patient will be asked to contact the facility. Meanwhile, the facility is 
able to override the parameters at any time.  

7.  Select ‘Monthly Payment Date’ and click on ‘View Schedule.’ 

8.  Make sure patient is aware of the ‘Terms and Conditions’ of the payment plan.  Click on box stating 
‘The patient has agreed to these terms and conditions.’ 

9.  Enter the patients’ preferred payment method details. 

10.  Click ‘Enroll.’ 

11.  The payment plan is now saved and will automatically process the patients’ payments on a monthly 
basis. 



How to Withdraw a Patient from a Payment Plan 
 

1.  Login to the ePAY portal. Click on ‘ePlan’ at the top of the page. 

2.  Click on ‘View or Withdraw a Patient from Plan.’ 

3.  Look up patient by entering Last Name, as an example. 

4.  Locate patient and click on the icon under ‘Withdraw.’ 

5.  Patient information will appear.  Click ‘Confirm Withdrawal.’ 

  

 



You can find training guides 
and more by clicking on this 
link and entering the 
password epay123. 



Click here to view all ePAY training guides 



ePay Support: 

 

If you have any problems please call your ePAY Support Team – we are 
here for you!  

u  1-888-640-7815 

u  support@epayhealthcare.com 


