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Access to the former 
payment plan set up 

Enter a patient who is not yet 
in your system 
View your facility’s rules. 



 
  



ENROLL A PATIENT INTO ePLAN 
 

 
 
 

 

To enroll a patient into a payment plan, either: 
 

1. Retrieve the patient record from the ePAY database by 
searching for the patient  
 
Or 
 

2. If the patient is not in the ePAY database, select “Enroll a New 
Patient” to create a patient record and enroll the patient into a 
payment plan.  
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ENROLL A PATIENT INTO ePLAN 
 
 
 

 

 
  

Payment Plan Total defaults to Current 
Bill Balance but can be adjusted 

Enter Desired Monthly Payment 
and the system calculates the 
Number of Installments. 

This facility has 
chosen to charge 
a down payment 
of 5%, which is 
shown here. 



ENROLL A PATIENT INTO ePLAN 

 
 
 
 
 

This facility has also chosen to charge an 
optional enrollment fee of $5.00.  
 

The patient is charged immediately for the 
down payment and/or enrollment fee (in 
this example, $65.30) at time of 
enrollment.  
 
The detailed monthly installment schedule 
is displayed. 

Click here to view the 
payment schedule for 
the patient. 
 



ENROLL A PATIENT INTO ePLAN  

 

  

Check here 
after the 
patient agrees 
to the “Terms 
& Conditions” 
of your facility.  
 

Enter patient’s 
email ID here, 
so he/she will 
receive a copy 
of the “Terms 
& Conditions.” 
 

Enter payment 
information 
here (credit 
card or ACH) 
 

Finish by clicking “ENROLL” 

The payment info is 
automatically 
encrypted and saved 
so that you can edit 
the plan later 
without having to 
call the patient for 
payment details 
again. 
 



 

ENROLL A PATIENT INTO ePLAN 

 
  

Once you have enrolled the patient, 
this summary screen is displayed. 
 



EMAILS RECEIVED BY THE PATIENT AFTER ENROLLMENT 
 

 
  

If you have charged a down payment, the 
patient receives this email receipt. 
 



 EMAILS RECEIVED BY THE PATIENT AFTER ENROLLMENT 

 

The patient also receives this email, which explains 
the details of the payment plan. 
 
The patient can also view a real-time status of the 
payment plan at any time, including all the 
processed and future payments when he/she logs 
into your ePAY online payment site and views 
his/her account summary. 
 



 

 EMAILS RECEIVED BY THE PATIENT AFTER ENROLLMENT 

 
 
 
 
 
 
 
 
 
 
 
 
 

Lastly, this email is sent to the patient, 
explaining that the patient will be billed 
automatically, starting on 4/1/2011. 
 



WHAT IF THE PATIENT MAKES A REQUEST THAT FALLS OUTSIDE OF THE RULES OUR FACILITY REQUESTED?

 

If the patient’s request to 
pay $20 per month falls 
outside of your facility’s 
“rules,” the system will 
notify you that the payment 
should be at least $25. 
 
You have the option of 
overriding the “rules” by 
clicking “IGNORE 
WARNING.” 
 



 
  



VIEW PATIENT’S ePLAN 

 
 
 

Step 1: Search for the patient 

Step 2: Locate the patient and select the ‘view’ icon below. 



VIEW PATIENT’S ePLAN

 
 
 
 
 



WITHDRAW PATIENT FROM ePLAN 
 

 
  

Step 1: Search for the patient 

Step 2: Locate the patient and select the ‘Withdraw’ icon below 



WITHDRAW PATIENT FROM ePLAN 
 

 
  



 
  



 

EDIT ePLAN ENROLLMENT- ADJUST AMOUNT 
 

 
 
 

 

Step 1: Search for the patient 

Step 2: Locate the patient and select the ‘Adjust Amount” icon below 



EDIT ePLAN ENROLLMENT- ADJUST AMOUNT 
 

 
  

Enter the new TOTAL AMOUNT of the payment plan. The new 
total can be more or less than the previous total. The plan will 
recalculate the remaining monthly installments according to 
the new payment plan balance that you enter. 



 EDIT ePLAN ENROLLMENT- ADJUST AMOUNT 

 
  

As an example, 
this payment 
schedule is 
adjusted for the 
new balance of 
$1000.00 
 

The patient agrees to the new schedule, the Terms & Conditions are emailed 
to the patient, and the patient receives updated email notifications, which 
provides a summary of the new payment plan. 
 



EDIT ePLAN ENROLLMENT- ‘EDIT’ FEATURE 
 

 

By selecting ‘EDIT’ you are able to quickly change: 
 

 Payment information 

 Email address for patient 

 Change status of Suspended payment plan to Active 

 Reset patient’s password to access patient site 
 

Step 1: Search for the patient 

Step 2: Locate the patient, and select the ‘Edit’ icon below. 



 

EDIT ePLAN ENROLLMENT- ‘EDIT’ FEATURE 
 
 

 
 
 
 
  

Edit credit card number, card expiration date, or 
patient’s email address 

Click on ‘Update Profile’ if you have entered a new 
email ID for the patient and would like this new 
email saved to the patient’s profile in ePAY.  

Click on ‘Reset Password’ if a 
patient cannot remember his or 
her password for the patient 
site. A temporary password will 
be emailed to the patient.  

See p. 23 for details. 



 EDIT ePLAN ENROLLMENT- ‘EDIT’ FEATURE 
 

 
  

If ePAY has attempted the credit card twice and the 
card has failed, the plan will be put into ‘Suspended’ 
status.  After editing the payment information or 
verifying the card is once again valid, please change 
plan from ‘Suspended’ status to ‘Active.’ 
 
Once the plan is set to ‘Active’ status, the system will 
attempt the card again the next day. 

‘Retry’ means the system 
is in the process of retrying 
the payment information 
after it has failed one time 
already. 
‘Deactivated’ describes a 
plan that has been 
withdrawn. 
‘Completed’ means the 
plan is no longer active and 
the plan balance has been 
met.  



 EDIT ePLAN ENROLLMENT- ‘EDIT ALL DETAILS’ FEATURE 
 

 

Click ‘EDIT ALL 
DETAILS’ to 
return to the 
main setup 
screen to adjust 
monthly payment 
amount, payment 
date, etc. 
 


