
 

   

 

      
 

  

  

    
 

  

 
 

  
 

 
 

 

Page 1 of 16 A/R  accounts   

How to make One Time Payments with Alias Wire.  

Section 1  

Use the steps to make a one time payment with Alias Wire 

Step Action 

1  Unenrolled payer Logs In –  (for those who do not want to register an account)  

Go to  the  payer site  and click on “One Time Payment” at the bottom of the page. 

 
 

On the next page, fill in Member/Group ID and invoice number and click “Login.”  
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2 Unenrolled Payer Makes  a Payment  -  

If payer has more than one bill due, the system will bring them to the dashboard. Click on one or 
more bills to pay and click on ‘Pay Now’ 

*** Clicking on “View Details” to the right to review details to be shown to payers 
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3 On the “Account” screen, review information, put an email address into appropriate box for 
payment notification and click ‘Next’. 

 

4 On the “Payment” screen, change “payment amount” if desired, choose payment method and fill 
in the resulting information. Click ‘Next’ once all set. 
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OR  
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***Note*** 
Name on Card = Name on Credit/ Debit Card 
Expiration Month = 2 Digit month 
Expiration Year = 4 Digit year 
CVV = V/MC/Disc = 3 digits 

Amex = 4 digits 
Address Fields = Address associated with Credit/Debit Card 
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5 On the  “Confirmation”  screen, the Payer will be given a chance to review the information. Once satisfied, 
click “Pay” to continue. Otherwise, click “Previous” to go back a screen.  

 

*** If any information is incorrect, clicking previous will take the user through the previous screen to 
make corrections 

6 If  successful,  user will  be  directed  to  the  “Receipt”  screen  and  a  success page  will  appear with  a  
message  about  the  transaction. Click “View  Details” to  view transaction  details.  A  receipt  can  be  
printed  from that page.  

***Unenrolled payer will not have access to Payment History to limit users seeing each others 
payment history. They will be able to view the details once from this screen, print a receipt, and 
receive an email notification. 
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7 User Enrolls to Payer Site –  
From  the   sign in screen, click on “Register Now” button. User will be brought into the user 
registration flow. 

 
 

8 On the  “Accounts”  screen, enter an  ‘Account Nickname’  and a  ‘Member/Group ID’  and  an  
‘Invoice Number’. Then click ‘Next’.  

*** Account Nickname is a function whereby the user grants a more familiar name to their 
account in case there are many for them to choose from.*** 
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9 On the “Security Profile” screen, enter in all information including creating a username, 
password, and setting up security questions and answers. Once finished, click on “Register” at 
bottom of the page. 

*** Security Questions are used if password ever needs to be reset*** 
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10  On the  “Payment Methods”  screen, user can  enter  a payment method  and click ‘Submit’ or  click 
‘Skip to  Login’ to  bypass saving  a payment method.  
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*** User could hit the “Skip this Step” button to register without setting up a credit card. The user 
will need to do so upon making a payment.*** 

11 Enrolled Payer Reviews and Pays Bill  

Log into  the  payer site  using the just created credentials. 

Upon logging in, user will be brought to the  bill payment “Dashboard.”  Select one  or more  bills  to  
pay and click ‘Pay Now’.  
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12 On the “Account” screen, review the information and fill in the email address to which notifications 
should be received for this transaction. Click ‘Next’. 

 

13 On the “Payment” screen, change the payment amount if necessary. Then choose the previously entered 
payment method or click “add a new payment method” to add a new one. Click ‘Next’ when ready. 
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14  On the  “Confirmation”  screen, review the information and click ‘Next’ once satisfied.  

***  Click ‘Previous’ if user would like to amend any information***  
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15 If successful, user will be directed to the “Receipt” screen and a success page will appear with a message 
about the transaction. User can ‘Logout’ or ‘View Details’. 

 
 

 

***  Clicking on “Close” will bring user to Payment Activity Screen ***  
 

16 On the “Payment Activity” screen, payer can click on the line of the pending payment just made, and it 
will bring up the details on the payment. 
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Clicking the line itself will bring up the details which can be printed if desired.  
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