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AdminEASE Self-Administered Online Payments 
Log into AdminEASE with your User name and Password. 

Click ‘Log In’ 

Click ‘Go to AdminEASE’ 

Click ‘Self-Administered Billing Statement’ 
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All active billing divisions will appear in the ‘Billing Division’ dropdown 
menu. Users select the appropriate Self-Administered division from the 
‘Billing Divisions’ dropdown menu. 

The ‘Premium Due Date’ drop down menu will show all outstanding 
bills.  

Note: The oldest bill must be calculated and paid first. In this example, 
the customer must pay January 1, 2019 before they can pay the 
February, March and April bills.  

If they attempt to pay the February, March or April bill first they will 
receive a warning notice.  

Once the ‘Premium Due Date’ is selected you will be routed to the Self-
Administered Billing Statement.  
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Update the lives, volume, premium for coverages with age graded 
rates, and any adjustments if applicable on the statement. 

Click ‘Calculate and Save’. 

If you choose ‘Re-calculate and Save’, a ‘Warning’ message will appear 
letting you know the prior month’s values were copied into the 
template.  

Once you have calculated and saved the lives, volume and premium 
amounts, you have the option to recalculate and save changes to the 
template if any of the values need to be changed.  

Once you are satisfied the data is correct, select ‘Make Payment’. 

Note: You can select the Print button, print the template and send it in 
with a paper check if you chose not to pay online.  
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Make Payment: Takes the customer to the US Bank site to pay their 
bill. 

When selecting ‘Make Payment’ a new browser tab will open and 
navigate from AdminEASE to the US Bank site.  

The ‘Payment Amount’ cannot be altered for a Self-Administered bill. 

Select ‘Pay Now’ or’ Pay on a future date’ and add the date you want 
the bill to be paid. 

Select the payment account in the ‘Saved Payment Methods’ drop 
down menu.  

Select ‘Continue’. 
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A review page will populate.  

Click ‘I accept the Terms and Conditions’ box. 

Click ‘Confirm’. 

The ‘Confirmation’ page will populate and an email confirmation will be 
sent for your records.  

Click ‘Exit’. 

Repeat the steps above to pay the next outstanding bill if you are 
paying for multiple due dates at one time. 

End of process. 
      Back to Top 
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Customer Account Management – Managing Access 
To add, modify, deactivate a user profile or run user profile reports, 
click the ‘Account Management’ tab. 

Click ‘Manage Access’, ‘E Service Administration’. 

Create a New User Profile 

To create a new user profile, click ‘Create New User’. 

At minimum, populate the required fields on the form. 

Click ‘Continue’.  

7 of 11SI 22628 756494 
(11/21)



Review the information in the ‘Confirm Create New User’ Profile 
screen. 

Select Cancel, Modify or Submit. 

End of process.  

Note:  For Self-Administered bills, the user MUST be granted access to 
the EBA/SATemplate feature if you are giving them access to BillPay.  

See example to the right. 

Modify User Profiles 

To modify the Primary Administrator profile or manage active users, 
click ‘Manage Active Users’.  

The Primary Administrator and all active users will populate. 
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To view the ‘Primary Administrator’ or a ‘User’ profile, click on the link 
in the corresponding box.  

The Manage Users window will open. This is informational only and 
cannot be edited.  

To modify a user profile, click the ‘Modify’ link in the ‘User Profile’ box. 

At minimum, populate the required fields on the form. 

Click ‘Continue’. 
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Review the information in the ‘Confirm Modify User Profile’ screen. 

Select Cancel, Modify or Submit.  

End of process.  

Modify User E-Services Profile 

To modify a user e-services profile, click the ‘Modify’ link in the E-
Services box. 
Check or un-check the e-services the user may access. 

Click ‘Continue’.  

Review the information in the ‘Confirm Administer User E-Services’ 
screen.  

Select Cancel, Modify or Submit. 

End of process.  
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View User Status Report 

Click ‘View User Status Report’.   

Select ‘Active’, ‘Inactive’ or ‘Active & Inactive’ to select the report type.  

Click ‘Download User Status Details’ button.  

The report will download into an Excel spreadsheet.  

End of process.  

    Back to Top 
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