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 HOW TO ENTER A PAYMENT FOR A PATIENT 

 

 

 

 

 

Search for a patient 

record by entering 

only one of the 

following search 

critieria: Name, DOB, 

Account Number, 

Email. 

±ƛŜǿ ǇŀǘƛŜƴǘΩǎ ōŀƭŀƴŎŜ 

and recent bill/visit 

number, then select 

the patient by clicking 

on the arrow. 

 

Click on Point of Service from your ePAY home 

page to process a credit card or electronic 

check payment for a patient. 

If you are unable to locate a patient by 

ǳǎƛƴƎ ǘƘŜ ά{9!w/Iέ Ŧields below, click on 

Quick POS. You can access Quick POS 

from either the blue button or from the 

left-hand navigation bar. (please jump to 

page 7) 
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HOW TO ENTER A PAYMENT FOR A PATIENT (continued) 

 

View details regarding 

the last payment 

processed for this 

patient, or a list of all 

recent payments made.  

View details of 

outstanding bills; 

enter the 

amount(s) you 

wish to pay under 

άtŀȅƳŜƴǘ 

!ƳƻǳƴǘΦέ 

If you wish to pay the 

entire amount, simply 

click on the first button to 

άtŀȅ ǘƘŜ Ŧǳƭƭ ōŀƭŀƴŎŜΦέ 
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HOW TO ENTER A PAYMENT FOR A PATIENT (continued) 

 

 

 

 

 

Another option is to save the 

ǇŀǘƛŜƴǘΩǎ ǇŀȅƳŜƴǘ 

information today for a 

future payment  

To make a separate payment from the bills listed for the patient, 

simply type in the description of the payment and enter the 

amount here. bƻǘŜΥ ǘƘŜ ΨŘŜǎŎǊƛǇǘƛƻƴΩ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳ ŜƴǘŜǊ Ŏŀƴ 

ōŜ ƘŜƭǇŦǳƭ ǿƘŜƴ ǇƻǎǘƛƴƎ ǘƘŜ ǇŀȅƳŜƴǘ ǘƻ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ŀŎŎƻǳƴǘ ƛƴ 

your Hospital Information System. 
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 HOW TO ENTER A PAYMENT FOR A PATIENT (continued) 

 

Select method of payment: either 

credit card or electronic check. If 

you would like the payment 

information to be saved for 

future payments, please 

UNCHECK this box as the system 

will not save it automatically. 
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HOW TO ENTER A PAYMENT FOR A PATIENT (continued) 

 

 

 

 

 

You can review the 
information entered, 
ǘƘŜƴ ŎƭƛŎƪ ά{ǳōƳƛǘ 
tŀȅƳŜƴǘΦέ ¢ƘŜ ǎȅǎǘŜƳ 
authorizes and 
processes the 
transaction in real-time.  

 

You will be presented with 

a page that confirms the 

completed transaction. On 

this page you may 

email/print the receipt. 

The system also 

automatically emails a 

receipt to your customer.  
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HOW TO ENTER A PAYMENT FOR A PATIENT (continued) 

 

 

From Page 2, HOW TO USE άvUICK th{έ 

 

 

  

An image of your website 

appears on the receipt to 

direct patients to your portal 

for more information, to make 

additional payments, or enroll 

in a payment plan. 

Please click on Quick 

POS to enter a 

payment for a patient. 
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HOW TO USE QUICK POS (continued)  

 

 

 

 

 

 

 

 

 

 

 

 

For enhanced security, this 

information does not print on the 

receipt but will display on your Daily 

Transaction Detail Report. 

If you prefer, enter 

additional comments here 

(not required). This 

information will display in 

your Daily Transaction Detail 

Report (so you can post the 

ǇŀȅƳŜƴǘ ǘƻ ǘƘŜ ǇŀǘƛŜƴǘΩǎ 

account in your Hospital 

Information System).  

Enter required fields of patient name 

and account number, DOB is optional. 

This information will print on the 

receipt and display on your reports. 
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HOW TO USE QUICK POS (continued) 

  

 

 

Choose the method of 

payment: either credit 

card or check.   

 

View details regarding the last 

payment processed.  

The system will 

always default 

ǘƻ ά{ŜŎǳǊŜ 

9ƴǘǊȅέ ǎƻ ȅƻǳ 

can bypass this 

field. 

 

If you are using a 

swiper, make sure the 

ŎǳǊǎƻǊ ƛǎ ƛƴ ǘƘŜ ά/ŀǊŘ 

bǳƳōŜǊέ ŦƛŜƭŘΦ 9ƛǘƘŜǊ 

swipe the card or type 

in the number and click 

άa!Y9 t!¸a9b¢Φέ 

 

Click here for a list of recent payment 

receipts which you can view, email or 

print.  
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HOW TO USE QUICK POS (continued) 

 

 

 

  

You will be presented 

with a page that 

confirms the completed 

transaction. On this 

page you may 

email/print the receipt. 

The system also 

automatically emails a 

receipt to your 

customer.  

 

You can review the 
information entered, then 
ŎƭƛŎƪ ά{ǳōƳƛǘ tŀȅƳŜƴǘΦέ ¢ƘŜ 
system authorizes and 
processes the transaction in 
real-time.  

 



11 
 

 HOW TO VOID A PAYMENT 

The following steps allow you to void a payment processed through ePAY on the same business 
day. Please note, if the payment was processed on a prior business day a refund must be 
issued.  

 

 

 

 

If you do not have the transaction 

(or receipt) number for the 

payment you wish to void, one way 

to find that number is to pull up 

ǘƘŜ ǇŀǘƛŜƴǘΩǎ ŀŎŎƻǳƴǘΣ ǘƘŜƴ ŎƭƛŎƪ ƻƴ 

ά±ƛŜǿ !ƭƭ wŜŎŜƴǘ tŀȅƳŜƴǘǎΦέ 

If you know the transaction (or 

receipt) number, please enter it 

ƛƴǘƻ ǘƘŜ άvǳƛŎƪ CƛƴŘέ ōƻȄ ƛƴ ǘƘŜ 

upper left corner, then skip to the 

bottom of p. 12. 

The payment you wish 

to void might be the 

ά[ŀǎǘ tŀȅƳŜƴǘ 

wŜŎŜƛǾŜŘΦέ /ƭƛŎƪ ƻƴ ǘƘŜ 

amount highlighted in 

blue ($250.00) to view 

the transaction. 
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HOW TO ±hL5 ! t!¸a9b¢ όŎƻƴǘΩŘύ 

 

 

 

 

Enter the transaction (or 

receipt) number in the 

Quick Find box located on 

your ePAY homepage and 

hit ENTER. 

Please find the 

transaction (or receipt) 

number at the top of the 

receipt. 
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 HOW TO ±hL5 ! t!¸a9b¢ όŎƻƴǘΩŘύ 

 

 

 

 

 

 

 

Click on the transaction 

number highlighted in blue. 

Click on the VOID button. 

Then, click OK when the pop-

up window asks you to 

confirm that you would like to 

void the payment. 
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HOW TO ±hL5 ! t!¸a9b¢ όŎƻƴǘΩŘύ 

 

The status of this payment 

ƛǎ ƴƻǿ ά±ƻƛŘŜŘΦέ The 

transaction will not be 

settled, nor will it appear 

on any reports. 
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HOW TO REPRINT or EMAIL RECEIPT ς OPTION 1

 

HOW TO REPRINT or EMAIL RECEIPT ς OPTION 2 

To reprint or email the 

receipt, please click on the 

corresponding button. 

Pull up the patient record in 

Point of Service and click 

the arrow 

 


