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This Quick Reference Guide (QRG) will provide an overview on the process of setting up an auto 
payment. 

 

Let us look at the steps in detail for setting up auto pay. 
 

 
 

Step 1: 

1. From the EmblemHealth Home page, click the Billing tab.  
Note: Users from terminated groups or users with read-only access can also make 

payments. 

 

 

 

 

 

 

 
 

 

 

Purpose: To set up an auto payment. 
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Step 2: 

The Billing screen displays. 

1. Click the Billing Account number. 

 

 

 
Step 3: 

The Billing & Payments History screen displays. 

1. Click Set up Auto Pay to initiate the auto payment process. 
Note: A payment can be scheduled for a future date by setting up auto pay. The Set up Auto 

Pay option displays only if there are no existing auto payments scheduled. 
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Step 4: 

The SET UP AUTO PAY screen displays. 
Note: The amount due in the current invoice can only be paid using auto pay.  

1. Select your preferred Bank Account Details from the Saved Account 
Details section. 
Note: You can also add bank account details by clicking on Add Bank Information. (Refer 

to Step 5). 

2. Read the Terms & Conditions and click the I accept the Terms & 

Conditions checkbox.  

3. Click Set up Auto Pay. 
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Step 5: 

(Optional) If you clicked Add Bank Information, the Add Bank Information 

screen displays.  

1. Enter Bank Routing Number. 

2. Enter Bank Account Number. 

3. Re-enter Bank Account Number for confirmation. 
Note: Bank Account number should be manually entered and cannot be copy-pasted from 

the previous field. 

4. Enter Bank Account Nickname. 

5. Select the Bank Account Type. 

6. Select the Bank Account Category. 

7. Click Submit. 
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Step 6: 

The SET UP AUTO PAY screen displays. 

1. Select the new Bank Account Details from the Saved Account Details 
section. 

2. Read the Terms & Conditions and click the I accept the Terms & 
Conditions checkbox.  

3. Click Set up Auto Pay. 
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Step 7: 

The Confirmation screen displays.  

1. Click Done. 

 

 

 
Step 8: 

The Billing & Payments History screen displays.  

1. View Auto Payments details. 
Note: To change existing auto pay information, the existing auto payment must be 

cancelled. The auto payment can be cancelled by clicking Cancel Auto Pay. 

 



 

 

 

Thank 

You 


