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Introduction 
 
Welcome to our new online and billing service � eBill! 
 
eBill is a user-friendly tool that will help you view and manage your payments online.  
This manual contains step-by-step instructions and details to provide you with a more 
comprehensive view of eBill. 
 
eBill is similar to EZ Pay with additional benefits: 

 Easier to navigate 

 Dedicated system support  

 Installment detail is available at invoice level 

 Ability to schedule payment for an invoice at installment level 

 Ability to do multiple disputes 
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Logging onto eBill 
 

Step Action 

1. In the User ID field, type <your User ID>. 

2. In the Password field, type <your Password>. 

3. Click Sign In button. 

 

 
 
 
 
 

Resetting/Changing your Password 
 
If you forget or would like to change your password, please contact Customer Service at 
(800) 233-9121 X7181. 
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Navigating eBill 
 

 Note:  the best way to navigate through eBill is by using the Menu options on the 
left. 

 

Step Action 

1. Click My Account link.  

 

 
 
 
 
 
 
 
 
 
 

 
 

 Note:  When viewing My Account, the same functions will show as icons in the view 

pane 

 
My Account is where you will be viewing and/or administer the following activities: 

Menu 
Contains links to 
commands and 
information on 
your account 

View Pane 
Displays 
items selected 
in the Menu 

Home 
Link to 
home page 

Sign out 
Link to sign 
out of eBill 
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 Disputes - dispute an invoice 
 

 Manage Bank Account Info - add, change or delete your bank account 
information 

 

 Account Balance - view your overall account balance and balance at invoice 
detail 

 

 Closed Item History - allows you to see an itemize list of all invoices that have 
been paid off and closed 

 

 Payment History - allows you to see an itemized list of all payments that have 
been made to your account 

 

 Payment Cart - allows you to view and confirm your payments 
 

 My Preferences - allows you to set your default preferences for customer 
representation, viewing and searching information  

 

 Customers - allows you to change the customer you are representing 
 

 View/Cancel Scheduled Payments � allows you to view and cancel any payment 
you have scheduled for a future date 
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Tip # Navigation Tip 

1. Avoid using back and forward arrows on your browser.  

 To navigate back and forward a screen, use the blue 
hyperlinks scattered around the screen (e.g. 

 )  or links in the main menu. 

2. Use Search to narrow down the note(s) that you are looking 
for. 

3. Buttons to complete your activity (e.g. , 
etc.) are at the bottom of the screen. 

4. 
Use the scroll bars or minimize the menu  to see more 
contents. 

5. Any screen with list is sortable (ascending/descending).  
Simply click the column name (e.g. Due Date) to sort.  

6.   Contents in any screen with list are exportable.  To export 

click  . 

7.  You may or may not see a wait indicator ( )as you 
navigate from one screen to another. 
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Changing Customer you are Representing 
 
Before you view information or perform a transaction, make sure that you have selected 
the biling customer that you wish to represent.  Follow these steps to change the billing 
customer: 
 

Step Action 

1. From My Account, click Customers link.   

2. Click on the customer that you wish to represent.  A 
confirmation will indicate which account you are 
representing. 

 

 
 
 

 Note:  You can set eBill to default to a specific billing customer every time you log 

in.  See next instructions for Setting your Customer ID Default . 
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Setting your Customer ID Default 
 
If you have more than one customer, you can set eBill to default to a specific billing 
customer every time you log in.   
 

Step Action 

1. From the Menu, click My Preferences link. 

2. In Default Cust ID, click . 

3. Select the default customer ID.  

(Note:  this step will take you back My Preferences for eBill 
Payment screen) 
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Step Action 

4.  Click Save button. 

(Note:  your transaction is not saved until you click Save.) 
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Initial Bank Account Setup 
 
Before you can begin scheduling your payments, you will need to setup your bank 
profile(s).   
 

Step Action 

1. From the Menu, click My Account link. 

2. Click Manage Bank Account Info link or icon. 
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Step Action 

3. In the Beneficiary Bank field, type <the bank name>.  

4.  In the Routing Number field, type <the bank�s routing 
number>. 

5. In the Bank Account # field, type <the bank account #>. 

6.  Click Address to add bank address.  This is optional. 

7. Click Save button. 

(Note:  your transaction is not saved until you click Save.) 
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Adding a Bank Account 
 
You may choose to add more than one bank into your account. 
 

Step Action 

1. In Manage Bank Account Info screen, click Insert New Bank 
button. 

2. In the Beneficiary Bank, Routing Number and Bank 
Account # fields, type new bank account information. 

(Note:  adding bank address is optional) 

3. Click Save button. 

(Note:  your transaction is not saved until you click Save.) 
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Deleting a Bank Account 
 

Step Action 

1. In Manage Bank Account Info screen, click  next to bank 
information row that you want to delete. 

2. Click Save button. 
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Viewing Account Balance and Invoices 
 
Account Balance is a summary of your balances and most recent activities.  From this 
screen you will be able to view your balance and schedule a payment at invoice level.  
Follow these steps to view your account balance summary and invoices. 
 

Step Action 

1. From My Account, click Account Balance link. 

2. To view the invoice breakdown of the balance, click the 
balance amount link (this step will take you to the Account 
Balance Detail screen). 

 

 
 
Account Balance Detail at Lease Level: 
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Viewing Invoice Detail 
 

Step Action 

1. & 2. Follow steps 1 and 2 above. 

3. Click the Lease # that you would like to view (this step will 
take you to Item Detail screen where you can view inception 
date, rent etc.) 

4.   To view historical activities on the lease, click the Item 
Activity link. 

 

 
 
 
Item Detail screen: 
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Item Activity screen: 

 
 

 Note:  Remember to click ..  links if you wish to return to previous screen. 
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Viewing your Pending Disputes 
 

Step Action 

1. From My Account, click Disputes link  

(you will then be able to view all your pending disputes on 
this screen) 

 

 

 
 
 
 
 

Disputing an Invoice 
 
Follow these steps to dispute an invoice and enter additional remarks if necessary.   
 

Step Action 

1. From My Account, click Disputes link. 

2.  Check the lease number(s) that you would like to dispute.   

 

Lease:  you can dispute multiple leases only if the dispute 
date, amount and reason are the same on all invoices. 

 In Dispute Criteria section, follow steps 3-6 to complete all 
required information.   

3.  In Dispute Date field, click  to lookup and select the 
dispute date.  Dispute date can be any time before the 
payment date. 
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Step Action 

4. 
In Dispute Reason field, click  to lookup and select 
dispute reason. 

5.  In Dispute Amount field, type the amount of dispute. 

6.  6a. Click Apply button. 

6b. After you click Apply, all the information you entered 

will show in the Dispute Detail section for the lease(s) 
selected. 

 Note:  If you have multiple reasons on a dispute, click  at 
the end of the note # line to add your reasons. 

7. Click Save button. 

 

Note:  your transaction is not saved until you click Save. 

 

 

 
 

 Note:  If you only have one dispute or have multiple disputes with different 
amounts/date/reason, you can directly enter your dispute(s) in the Dispute Detail 

section.  

 

! Note:  You cannot dispute an invoice that is pending for payment.  The checkbox next to 
pending invoice payment is grayed out. In order to dispute a pending payment, you will first 
need to remove it from the Payment Cart or cancel the payment.  See Viewing/Cancelling a 

Scheduled Payment instruction. 
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Scheduling a Payment 
 

Step Action 

1. From My Account, click Account Balance link. 

2. In Customer Account Summary, click the summary amount 
link (this will take you to the Account Balance Detail screen). 

3. In Account Balance Detail screen, check the lease(s) that you 
want to pay. 

4.   Click Add to Payment Cart button (this will take you to the 
Payment Cart screen). 
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Step Action 

5. In Payment Cart screen, review lease number(s) that you 
want to pay and confirm each one by checking or un-
checking. 

6.   Click Update Cart button. 

7.  Click Save button. 

(Once you save, Make Payment link will appear) 

8. Click Make Payment link (this will take you to Make 
Payment screen). 
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Step Action 

9.   Click Pay this Amount button. 

10. 
Click  to lookup bank account # (this will take you to 
Look Up Bank Account # screen). 
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Step Action 

11.   Click the bank account number link you want to use (this 
will take you to Payment Verification screen. 

12 Click  and select payment date. 

13 Click OK to Pay button (this will take you to the Payment 
Confirmation screen where you can print your confirmation).  
Your payment is scheduled at this point. 
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Viewing/Cancelling a Scheduled Payment 
 

Step Action 

1. Click View/Cancel Scheduled Payments link. 

2. To see more details, click Detail link next to the Payment ID 
(payment details will appear in the Payment Details section). 

3. To cancel a payment, click Cancel link next to the Payment 
ID that you want to cancel (this step will take you to a 
question verifying your cancellation). 

4. Click Yes button. 
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Viewing Processed Payment(s) 
 
Follow these steps to view your payment history.  
 

Step Action 

1. From My Account, click Payment History link.   

2. To view detailed history of your payments, click on the 
Payment Ref link (this will take you to Payment Detail 
screen). 
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Step Action 

3.   To view more details, click the Item ID link that you would 
like to review (this step will take you to Item Detail screen 
where you can view inception date, rent, etc.) 

4.   To view historical activities on the lease, click Item Activity 
link. 

 

 
 
Item Detail screen:
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Item Activity screen: 

 
 
 
 
 

Viewing Paid Invoices 
 

Step Action 

1. From My Account, click Closed Item History link. 

2. To view lease detail, use Item Search to search for a specific 
lease or click on the lease number link (this step will take 
you to Item Detail screen where you can view inception 
date, rent, etc.) 

3.   To view historical activities on the lease, click the Item 
Activity link. 
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Item Detail screen: 

 
 
 
 
Item Activity screen: 
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Logging Off 
 

Step Action 

1. To log out of eBill, click Sign out link. 

 

 
 
 
 
 
 

How to Get Support 
 
For eBill access, password reset, support or questions on eBill, please contact Customer 
Service at (800) 233-912 ext. 7181. 
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