
How to Make Payment via Credit Card Management 

Portal 

Cardholders can: Add a new payment account, make a payment, edit payment account, automatic 

payments enrollment, manage automatic payments, and unenroll automatic payments.  

 

Getting Started  

1. After selecting Make Payment, the Payment Terms and Conditions screen appears.  

 

2. Cardholder will review the terms and conditions, checkmark “I have reviewed and accept 

the Terms and Conditions” and click Save.  

Note: The Terms and Conditions will appear only upon the initial enrollment and can be printed 

or saved for reference.  

 

3. The Make Payment screen appears.  

 

 



 

Adding a Payment Account  

1. Under Select Payment Details, click Add/Edit.  

 

2. The Payment Source screen appears. Click on Add New Account.  

 

3. The Add Payment Source screen appears. Enter the account routing number, account 

number and select the account type. Click Save and Next.  

 

4. A confirmation screen appears. Click Confirm.  



 

5. A Thank You screen appears. Click OK.  

 

6. The cardholder is directed back to the Select Payment Details screen.  

7. The recently added account will appear under Choose a Payment Account.  

 

8. Select a Payment Date from the Calendar.  

 

9. Select the Amount to Pay using the options provided and click Next.  



 

 

 

10. A Summary screen will appear. Verify the information is correct and click Next.  

 

11. The Authorization screen will appear. Click Authorize.  

 



12. A Confirmation screen will appear. The cardholder can Print or Save it for their records.  

 

13. Click on Account Summary to return the main screen.  

Edit Payment Account  

Cardholders can change the accounts used to make payments.  

1. On the Make Payment screen, click on Add/Edit.  

 

2. The Payment Source screen appears. Click on Edit on the account you need to make 

changes on.  

 

3. Make the necessary changes and click Save and Next.  



 

4. A Confirmation screen appears. Click Confirm.  

 

5. A Thank you success screen appears. Click OK.  

 

Automatic Payments 

Cardholder can enroll, manage, and unenroll in automatic payments.  

Enroll 

1. On the Make Payment screen, click on Enroll next to Automatic Payments.  

 

2. The Automatic Payments Terms and Conditions screen appears.  

 

3. User can review the Terms and Conditions, checkmark “I have reviewed and accept the 

Terms and Conditions” and click Next.  

Note: The Terms and Conditions will appear only upon the initial enrollment and can be printed 

or saved for reference.  



 

4. The Automatic Payments screen appears.  

a. Verify the Payment Account is correct and make necessary changes, if applicable.  

 

b. Use the radio button to select the Amount to Pay and click Next.  

 

5. The Summary screen will appear. Verify the information and click Next.  

 

6. The Authorization screen will appear. Click Authorize.  



 

7. A success screen will appear. Cardholders will have the option to Print or Save it for their 

records. Click Account Summary to return to the home page.  

 

 

Manage  

Cardholders can manage their automatic payment information by: 

1. Click on Manage next to Automatic Payments in the Make Payment tab.  

 

2. The Manage Automatic Payments screen appears.  



 

3. Make and save any changes.  

Un-enroll  

Cardholders can unenroll from automatic payments by: 

1. Click on Unenroll next to Automatic Payments in the Make Payment tab.  

 

2. The Cancel Automatic Payments screen appears. Review the information and click on 

Submit.  

 

 

3. A Thank you confirmation screen will appear. Cardholders have the option to Print or 

Save it for their records. Click on Account Summary to return to the home page.  



 

Payment Activity  

Cardholders can view their payment activity and payment details.  

 

From the Account Summary screen, select the Payment Activity button from the navigation 

panel.  

The Payment Activity area replaces the Transactions area. 

 

The Payment Activity area shows pending, posted, scheduled, and canceled payments. 

 

Cardholders may:  

• Search for specific payments by entering information in the Search field.  



• Select the All, Posted or Scheduled buttons to view only those payments.  

• Select the drop-down arrow on the far right to view payment details.  

• Select the Show More link at the bottom to see more payments. 

The payment details area displays the account information and posting date for previously 

processed payments. For scheduled payments, the details area includes the account information, 

payment amount and scheduled date. There is also the Cancel Payment button.  

Cancel Payment  

1. Click on the down-arrow next to the scheduled payment.  

 

2. The payment details appear. Click on Cancel Payment.  

 

3. A confirmation pop-up appears. Click OK.  

 

4. The payment will show as Cancelled.  
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