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Introduction

The ePayment Center, or ePC, isaisan EFT and ERA delivery platform, provided to you by a specific payer and
is conformant with Centers for Medicare & Medicaid Services (CMS) guidance on basic essential EFT & ERA services.
You can find electronic payments from this payer with easy-to-use search options - and download or request
data delivery in a format that works for you. You will also find the resources you need to personalize and
manage your account. Administrators should also become familiar with the Supplemental Admin Guide.

Intended Audience

This guide is intended for Providers and Administrators utilizing ePayment Center.
As a provider you will learn about:

Registering for the Portal
Accessing the Portal
Sections within the portal
Troubleshooting

As an administrator you will learn about:

User Management

Settings

Access Details

If your authorized decision-maker does not yet have access, they can request a registration code via the
ePayment Center. Once created, they will be able to manage logins for your account. If you need
support, contact the ePayment Center support at 855-774-4392.
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After you have completed registration and have a username and password, you will be able to login to the

ePC.

How to Login to the ePC

1. Enter your Username.

1. Enter your Password.

2. Click Login.

3. Select your Verification Method (Text or Voice).
4. Click Submit.

5. Enter the Verification Code.

6. Click Submit.

@Two Factor Verification &Two Factor Verification

Enter Your Code
Verification Method
lcode

Text ] Remember this computer for § days

If you did not receive your code, or need a new code sent, please click here

How to Reset User Password

1. From the Login page, click the Forget Password? (Reset Password) link to have the
reset instructions sent to you by email.

2. When the email arrives, follow the instructions provided.
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Initial Enrollment

While your enrollment is pending, you will see a screen similar to the one below. This screen confirms where
you are in your enrollment process and prompts you to complete any necessary steps.

=»Payment o

PAYMENTS SETTINGS USER MANAGEMENT s DOWNLOADS HELP & RESOURCES

Welcome, FONT AND COLOR!

Please complete your enrollment by configuring your account choices below.

Current Enrollment In Progress: ERA Download Only

Notifications

@ Q

Set Up Notifications »

Let's start over

Payment Enrollment ERA/EOP/EOR Enrollment

v @

Change » Set Up Data Delivery »

Continue with my enrollment l ’ Cancel my enrollment \

Once your enrollment is complete, ePC will open to the Payments screen.

Search by payment or service date

cams

Search by payment Search by claim Search by payer or payment palicy type

Payment ID

Payment ID ¢

Claim number/Bill ID

Policy Type

Claims/Bills

Payer

UnitedHealthcare/DEF, Inc.

Payment Duration

Custom date selection

TZelis check number ¥ Waorkers® comp claim number Policy number Start date
Payment amount Auto claim number Policy type End date
aid Select... DO

= Download

92960273 Med 20001 2 & Pal iew EOP

Download
/07/2023 2960275 $80.37 o 05/03/20; B

03/07/202; 9296027 Med 80, 1 aid 5/03/2023 View EOP
e__—bPayment s




Searching for Payments o

The Payments menu provides the option to view payments or unclaimed funds.

LT ST

T
UMCLAIMED FUMDS

Payments

The Payments page enables you to search for your payments and remittance. Several user-friendly search
categories are available to help you search based on the information you have available - payment, claim,
payer, paymenttype, or date. You can enter search criteria in just one field or enter many fields to narrow
your search. Your search defaults to payments from the “Last 30 days” to generate the quickest results.
However, you can select payments in the “Last 30, 60, 90 Days or All".

Search by payment Search by claim Search by payer or payment policy type Search by payment or service date

Payment ID Claim number/Eill ID Payer Payment Duration
UnitedHealthcare/DBP, Inc. Al
Custom date selection
Zelis check number ¥ Workers' comp claim number Policy number Start date
El
Auto claim number Palicy type End date
Select... v =]

Payment ID &

Policy Type Claims/Bills

03/07/2023 92960273 Wed $200.01 2 & Paid 04/24/2023 —D:""-‘cfc @
—_ View EOP

Payments Columns

The “Payment ID” and “Status” column'’s hyperlinks provide payment details, while the “Actions”
column link provides the option to download the Explanation of Payment (EOP). Clicking within
the “Claims/Bills” column will provide the details of the claims paid by that payment.

Payment Date - When the payment was processed/settled.

Amount - How much was paid.

Claims/Bills - The number of claims within the payment; the dropdown arrow displays a list
of claims associated with the payment.

Status - Advises whether the paymentis pending or has been fully paid. When clicked, opens
to the same window as the Payment ID column’s link.

Downloaded - This advises when/if the payment was downloaded.

Actions - View or download the EOP.
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Note that many of the columns are sortable by clicking the column name. This makes it easy to
sort by Date, Payment ID, Status and Date Downloaded.

Claims/Bills

| ] Payment Date &

H 835 (5010)
835 (5010)
f Csv

Y PDE <

Above the list of results, you can select the desired format, such as PDF. Your last selection will
remain your default, although you can change itat any time by clicking the drop-down arrow. This
is especially useful for batch outputs to Excel (CSV) or exporting to ERA (835).

You can also use the toggle buttons to see only payments you have or have not downloaded.

n Downloaded

Mot Downloaded ]

Downloading EOPs/ERAs

You can request delivery of each EOP/ERA to the third party of your choice. This gives you control
of where and when your data is sent each time your data is available.

Note that downloading multiple EOPs/ERAs - or one that has many pages - will resultin a batch
download that may take some time to process. You will be notified when your download is ready.
To download multiple EOPs, check the boxes to the left of the desired payments, before clicking
the download icon at the top-right.
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Unclaimed Funds

Unclaimed funds, also known as escheatment, occur when a financial

PAYMENTS

institution hands over unclaimed property to the state. In other words, if we
issue you a payment and it is not deposited for 1 to 5 years, it will be BAYMENTS

considered unclaimed which, by law, will be turned over to the state. JMELAIED EUNES

Retrieving an unclaimed fund

For any payment that has not been turned over to the state, you can claim these funds by
selecting the check boxes below and clicking "Reissue payments". This will reissue your selected
payment back to you via your preferred payment method.
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Viewing Available Downloads

The Downloads page is where you can retrieve your remittance advice (ERAs) that has yet to be downloaded

or requested for delivery. This page will default to the format that was selected during your ePayment Center
Implementation. If no ERAs are outstanding, this screen will be empty, as shown below.

PAYMENTS w SETTINGS USER MAMAGEMENT W DOWNLOADS

HELP & RESOURCES

Show only payments not downloaded
Payment ID Claim Number WC Auto Claim Number Status From Date
Select... v =]
To Date
B
elected Download Format: PDI
= AR O Pag
Payment Date Payments Count Sum of Payments

Actions

There are no records to display

Either there are no records for this type or try adjusting your search

erpayment



Profile Settings

Access the My Profile page the dropdown by your name, in the top-right corner.

Profile Information

From the Profile Information menu, you can update contact information and reset your password and
security questions.

My Profile -
Personal Information

Provide the following information for your profile:

FONT AND COLOR TEST @

Current Contract

WNCurmmammlel Tax |d Mumber NFI Business Name
U I 2 189 13 634 TEST EPC PROVIDER FOR ZPASS-3362
Privacy and Security Title
My Downloads TET
First Name Last Name
FONT AND COLOR TEST
Email

dennis.logsdon@zelispayments.com

Street 1

123 Elm Street

Street 2
City Slate ZipCode
Clearwater Florida v 33756
Phone Number Fax Number
(727) 555-2888 (727)5535-8888

%bpayment 10
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My Downloads

The My Downloads section displays the payments you have downloaded or requested for
delivery (if applicable, based on the products your office subscribes to). Once a file has been
downloaded or sent, it will remain visible on this page for 24 hours (though you can always
download a file again from the Payments page).

Depending on your payer, you may also find Tax Documents on this page.

My Frofie My downloads
FONT AND COLOR TEST e A batch occurs when there are many files or pages included in a download. Downloads remain visible on this page for 24 hours
Payment ID
Enter Payment ID
Current Contract
pom—— - o)

Personal Information [ ] Date Requested Payment IDs
Privacy and Security

My Downloads

There are no records to display

Either there are no records for this type or try adjusting your search

Tax documents

The table below shows your available tax documents. You can download or view them at any time for up to seven years
Note: Tax documents are only available for payers utilizing Zelis for tax document generation

z

Tax Year Payer Form Action

No records to display

%bpayment 1
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Portal Troubleshooting Tips

The tips below will help you as you work in ePC.

Google Chrome is the best browser to use to access the portal. The portal DOES NOT function on
Safari (10S).

The portal DOES NOT function on mobile devices.

If you are using Google Chrome, Firefox, Internet Explorer, or Microsoft Edge, and the portal is
not functioning properly, clear your browsing history, cache, and cookies.

Make sure you disable site or pop-up blockers.

Admins are the only ones who can update/edit/reset other users. Reach out to your Admin to fix
any issues with your profile/access.

How to reset your password

User Name

1. From the ePC Provider Portal URL, click
Forgot Password/Reset Password to receive
an email with a link to reset the password. See
below:

Fassword

Sign up Now!

If you received the error “invalid token” when attempting to use the link from the email,
the link has expired (reset password links are only valid for 24 hours). You will need to
follow the reset steps again and use the link within 24 hours.

If you are unable to reset your password, contact your Provider Portal Administrator.

2. Clickthe Forgot Password? (Reset Password) link, it will take you to the page below.

3. Fill outyour Username.

Please provide your usemame.
If your account is found, you will receive an email with a link to reset your
password.
User Name
Enter User Name
4. Click Enter.

E>Payment 12



ZIX Security

Due to the sensitive nature of the information sent through email for ePC accounts, there is an extra verification
step priorto you being able to access the original email from ePC. When an email from ePC is sent it will direct
you to the ZIX security page, which will promptyou to create a password before allowing you to view the email

ePC sent to you. You will only need to set up a password once, after that, you must login to ZIX to see your ePC
emails. See steps below.

The ZIX Process

New ZixCorp secure email message from Zelis Healthcare

2. The first promptis to
create a password
associated with your
email address.

Email Address:
Password:

Remember Me m
Forgot your password?
New to secure email?
Need more assistance? “

erpayment

1. You will get a message indicating that there is a new
ZixCorp secure email message from Zelis® Healthcare.

Register Account

Email Address:
drtjaworski@gmail.com
Password:

Re-enter Password:

Password Rules

Passwords must be at least 6 characters in length, and meet 2 of the following conditions:
« Contain both alphabetic and numeric characters
« Contain both uppercase and lowercase characters
« Contain at least one special character, such as: ~I@#$%&

Passwords cannot match email address

3. After you create a password, you will be prompted to log-in.

V.2024.07 |© 2023 All Rights Reserved.
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4. After you log-in you will be able to
view any emails that were sent to
you from the ePC.

Inbox
n
Inbox You have no new messages.

Last Sign In: Feb 8, 2021 4:19 PM

(

No messages

)

Zelis Healthcare

This service is hosted by Zix on behalf of Zelis Healthcare More Information

.
securca by ZAK




User Management - Administrator Function

The User Management page is available for use by the ePC’s administrator to manage staff logins.

User Management
-
Add a User
Add User
User Details Permissions

First Name: Downloading Data

Allow access to download & export from the portal

Last Mame: Lookup of Claims
Allow access to search & view claims

Title: Lookup of Payments
Allow access to search & view payments

Username: Manage Motification B
Allow user to manage notifications
Manage Payment Options
Click to validate username Allow access to elect how Zelis Payments Solutions makes
payments bo you
Email:

Provider Information
Allow access to view & edit provider's information

Confirm Email:

User Management
Allow access to view & edit user’s information

Phone:

I

How to Add a User

1. Within the User Management menu > User Management, click the Add a User
button.

2. Fill outthe User Details for the new User.

3. Inthe Permissions box, you MUST provide the following permissions:
Downloading Data
Lookup of Claims
Lookup of Payments

Without these permissions, the user will not be able to see information in the Portal.

4. Click the Save button.
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You must advise the new User of their username, as this will not be emailed to them. The
User will receive an email with a link to create their password, to access this email, please
have them follow the ZIX instructions.

Resetting Password and Security Questions Actions
Notonly can you create users and define their privileges, but you can
assist in troubleshooting their access, by clicking the Reset link to the View Details | Edit | Reset
right of a user’s account.

You will then check the appropriate box. If an option is not available to select, it is not relevant for that
account.

Reset User Options Unlack Account Wipe MFA Reset Password

Erase Security Questions Enable Account

Unlock Account: Only available if an account has been locked out.

Wipe MFA: This will reset the Multi-Factor Authentication configuration, sending an email to
recreate the configuration.

Reset Password: This will trigger a password reset email for that account.

Erase Security Questions: This will reset the security questions for this account, requiring
new questions be set upon next login.

Enable Account: This will enable a disabled account.

%bpayment 16



Settings — Administrator Function

The Settings page is where the administrator can update payment preferences (banking info and notifications)
and request delivery for ERAs/835s.

/ / N
$ Q £
Payment Method ERA Delivery Notifications
Choose your payment method. Search for your answers in our FAQ help section. Get insights about your payments.
\ /

Payment Method

If you have not already enrolled in the ePC, you will see the “Enroll” to enroll in ePC, rather than the
“Currently enrolled in” button. You can update your banking information/accountinformation, by clicking
“Currently enrolled in". See steps below.

S (] £

Payment Method ERA Delivery Notifications
Choose your payment method. Search for your answers in our FAQ help section, Get insights about your payments.

Payment Method

You are currently enrolled in: ACH Direct Deposit

ACH Direct Deposit
[ s | ~ o
O Say goodbye to manual steps.
@ 0 EEE Now you can get payments via direct deposit into your bank
account in 24-48 hours, plus access to 350+ payers with a single

login.

ACH With ACH, you save big by eliminating manual processes
associated with checks and cards. Plus, you eliminate terminal
fees. You can also make customization that work best for you -
from payment consolidation options to data formats and
personalized notifications.

Learn more

Currently enrolled in o

e here to help if you need to enroll multiple TINS, or want to talk through what option is best for you. Call 855.774.4392

The very first time you login this is where you complete your enrollment.

E>Payment .



How to update your Account

1. Within Settings > Payment Method, click the “Currently enrolled in” button.

2. In the Business and Contact Information section, enter the required information and
click Continue.

EFT Direct Deposit @

& Business Information

Business and Contact Information €

* Provider Name: @ * Strest:
test provider 144 Candy Dr
* Tax |0 (TIM or EIN): & Street (Continuad):
300072 Street Address 2 {Optional)
NPI: & * City:
111111111 clearwater
* State:
Florida w
* Zip:
33718

Provider Contact Name €

* First Name: * Email Address:
* Last Name: * Telephone Humber:
Title: * Fax Number:

ms=.

ebpayment 18
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3.1n the Banking

Pleass
S45257

imfiorm your financial institution to accept

bank account.Do you wish to continue?

credits from Originating Campany 1D:
%291.Due to a changes in a registered bank account,a Bank Account
Verification will be processed Zelis may make micro depaosits to authenticate the

Cancel Confirm

Information section, fill
- Example Checkl .
Bank Account Information @ — out your banking
i ; : . inancial Insbtution: gl - - -
Financial Institution Name: Type of Account at Financial Institution: @ ———— i i nfo rmat| o n’ a nd Cl i Ck
Checking v e e N
{=- ] Continue.
* Financial Institution Routing Number: @  * Ownership Type: = o ==
Business v = e "
* Provider Account Number with Financial LRSI e
Institution: @ *Bank Account Holder Name/DBA: ©
Example Check2
BUSINESS CHECK 1936
* Provider Account Number with Financial § et sasio 3
Institution: (Confirm) * Tax ID (TIN or EIN): @ -
| $ §
veese (G B2 ; . .
| ... { 4.A pop-up will advise
0003936 »576508 23" 1377233985960
e s you to reach out to
r bankin
IMPORTANT REMIMDER: .you. ba_ 9 .
institution and provide

them the ePC's
originating ID. Please be sure to
follow this step so that there are no
delays in processing your
enrollment. Then click Confirm.

5. In the ERA Delivery

Your current ERA Delivery method is Download

Please indicate the contact information of the person responsible for handling incoming remittance data
*Name

First Last

*Email address *Phone number

name@domain.com

download from the

Please select the delivery option that are best for you

Download selected
ERA will be accessible from this portal,

£ Previous

at your facility.

Electronic remittance advise (ERA) is a document that shows proof of payment (such as an EOB or EOP). Choose a delivery method below

section, fill out your ERA
Delivery options. Fill in your
contact information and the
ERA Delivery you wish. Then,
click Continue.

and know that you can always

6. On the Payments

Notifications screen, select if and how you would like to receive notifications about
payments. Then, click Next.

E>Payment



Payments Notifications €

If you would like to ke notified when payments are available, please select you preferred method for receiving notifications. You may select as
¥ _ ¥ o
you wish or, otherwise, you may opt o receive none.

After gnroliment you may maks changss 1o these preferences at any ime.

Onice your enraliment is completed, other notification types will become available to you, such az notification when remittance dats iz availabl

many notification methods as

enroliment, you may click on the *

T KD (TIM oF EN: 200072
WR T

0 | would prefer not to receive any notifications

Provider Comact Name
Fiect

cations” tab to setup these

sudha.padmanabhan@zelispayments.com

. Emai
Review, Agreement and Subn]
Review Information -
. I Fax Fax Mumber
Business Info
Business Contact and Information -
Froviarams: e o [ Tet Massage ext Number

& for download. Fallowing your

additional notifications.

Bsnking Info

hstion Rouling Mumbas:

Typs of Assount st Finanséal Ingtution; Chicking

Ownerchia Type: Business
Bettiamant Tye: Grocs

Darz Delivery Configuration

Taispaona Humnar:

Eman s

Natifications Configuration

Delivery Methad: Emai

There will be a pre-note and verification
process completed at this time. Please
allow up to 10 business days for this to
occur. After the verification is complete,
your payments, for this specific Payer, will
be direct deposited and you can access
the EOPs through the ePC.

%bpayment

7. Finally, on the Review Agreement and
Submit Enrollment page, review your settings, edit as
necessary, and read through the full User
Agreement. Download a copy of the Agreement,
sign and click to the box stating that you have
reviewed the agreement, and then click Submit.

User Agreement

FimaTa raviEW 18 Cf YOUT INFOMAtion and sneck e AQresmEN: ohak Box 9 LD yoLT BnrCIimANt.
Nats: Enrolimant may bake up fo 2 Budinass czys £ 5o fully Broossced for paymants.

© rome

3/29/2003

ACH AUTHORIZATION FORM

tast pravider
144 Candy Dr
clesrwater. FL 33716

ABccount for Credit Entries
Mame of Bank:

Routing Number:
Account Humbsr:

By signing this AC

Authorized Signature

Frintod Nama of Farson

Frinied Titie of Parson
bubmitting Enroliment:

Bubmitiing Enroiiment: Emenl Addrass:

§ e read ths agraamant and | noospt e farme and onaHione

20



ERA Delivery Method

In this screen you will see how your Electronic Remittance Advise documents are delivered (Explanation
of Payment). You may have one or more options on to receive this nonpayment data. These include but
are not limited to, download, Clearinghouse or FTPS.

Be sure to fill in the name, email, and phone number of the person on your team responsible for handling
incoming remittance data.

$ (] £

Payment Method ERA Delivery Notifications
Choose your payment method. Search for your answers in our FAQ help section. Get insights about your payments
ERA Delivery

Your current ERA Delivery method is Download

Please make a selection from the options listed below to select a new delivery method.

Contact information

Please indicate the contact information of the person responsible for handling incoming remittance data at your facility

*Name
*Email address *Phone number

Electronic remittance advise (ERA) is a document that shows proof of payment (such as an EOB or EOP). Choose a delivery method below -- and know that you can always
download from the provider portal.

Select Delivery

Please select the delivery option that are best for you.
Download Clearinghouse FTPS

= )

Download selected
ERA will be accessible from this portal.

Save

%bpayment 2



Download

Log into the portal and directly download your nonpayment files. You can choose from three file
types: EDI (835), CSV or PDF.

Clearinghouse

Choose from a list of clearinghouses that were approved by your EPC payer. Once in the portal,
you will be able to manually push your 835 file to that clearinghouse by pressing send. For
questions about enhanced clearinghouse features enabled on your EPC, please contact your ePC
support team.

FTPS Configuration

FTPS allows you to configure a FTP destination of your choice. You can choose to receive the file
as EDI (835) or PDF. Below is a description of each field. All fields are required, and you will have
to test the connection before being able to save and use the connection.

FTP Name: A unique name to identify the FTPS connection. This will allow ePC support
associates to easily identify your FTPS setup.

FTP Host: The IP address of the FTP server to which you want to connect.
FTP Remote Path: The location on the FTP server where the files will be delivered.
Login: The account or username that will be used to connect to the FTP Server.

Password and Confirm Password: The password the FTP account will use to connect.

erpayment 2



Notifications

In the Notifications section of Settings, you can update how you are notified of payments. You can be
notified via Email, Fax, Text or not at all.

/- n “,
$ 0 £
Payment Method ERA Delivery Notifications
Choose your payment method. Saarch for your answers in ocuwr FAQ help section. Get insights about yaur payments.
. AN /
Notifications
Below is a list of your current notifications
Want to make a change? Update your preferences below.

How to add notifications

8. Click the Add Notifications button.
9. Select the Notification Type and the Delivery Method.
a. You can select from Email, Fax, or SMS.

10. Fill in the Send to field with the appropriate information. This can be a phone number
or an email address depending on the selection you made in the notification type

field.
Notification Type: Delivery Method: Send to:
‘ Select a notification type i Select a delivery method v |
Delivery Method:

‘ Email 'ﬂ

Select a delivery method

| | e

Fax Send to:

Send to:

SMS 1 5551239876

erpayment 2




Help & Resources

The Help & Resources page provides information about ePC and how to reach out for issues such as late/missing
EFT or ERA, along with a helpful User Reference Manual that has a wealth of knowledge that relates to the ePC.

MY DASHBOARD PAYMENTS v SETTINGS USER MANAGEMENT v DOWNI

In o

Learning Center Frequently asked questions
Get the most out of your payments portal Find answers to the most common portal questions

Help and Resources

Submit a request
Click here to get help.

Learning Center

Portal user training guide
Portal admin training guide

You can also submit a request for assistance:

A i‘fs

I o

Learning Center Frequently asked questions
Get the mast out of your payments portl Find answers t the most common portal questions.

Help and Resources

Submit a request
Click here to get help.

Request Form Reason v

*First name *Last name *Message
*Business name *Email address

*TIN

Payment ID (Optional)

4
Remaining characters: 1000/1000

eam 2t 855.774.4392

*Required fields

%bpayment
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