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Complete all Registration and Policy Setup Process steps in this guide to use Pay as You Go.   
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Registration Process  
The Registration Process involves reviewing the terms and conditions, creating user credentials 
(ID/password), and selecting the Get Started button. 

Registration Email  
1. Open the Registration Request Email from InsurePay.  

2. Select the Pay as You Go InsurePay Portal Hyperlink. 

 

 

 

 
 

 

 

 

Register Now  
1. Enter a Username of your choice.  

2. Enter a Password of your choice.  

NOTE: Passwords must contain at least eight characters, one number, one uppercase letter, one 
lowercase letter and one unique character (-_*%$#@!?)  
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3. Re-enter the password to Confirm Password.  

4. Check the Box to review and accept the Privacy Policy and Terms of Use.  

5. Select Create Account.   

 

 

 

 

 

 

 

 
 

 

 

Policy Setup Process 
To finish setting up the policy, complete the "Pending Actions." The policy will remain in the "Setup" status 
until all Pending Actions are complete. Pending Actions include providing payment information 
and entering Owner/Officer information. 
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Pending Action – Complete Payments Setup  
1. Select Complete Payments Setup.  

 

2. Under Payment Methods, select Link a Bank (ACH/Bank) or Link a Card (Credit Card). 

 

 

 

 

 

 

 

 

Link a Bank Account  
1. Under ACH (Bank), select Link a Bank.  
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2. Enter the Account Holder Name.   

3. Enter the Routing Number.  

4. Enter the Account Number.  

5. Re-enter the Account Number.  

6. Enter the Full Name and Title.  

7. Check the Box to authorize EFT Agreements. 

8. Select Save.  

 

 

 

 

 

 

 

 

 

 

 

Link a Credit Card  
Enter the following information on the pop-up that opens.  

Client Information:  

1. Under Credit Card, select Link a Card.  
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2. Enter the Cardholder's First Name. 

3. Enter the Cardholder's Last Name.  

4. Verify the Insured Information. 

5. Verify the E-mail Address. 

6. Enter the Mailing Address. 

7. Enter the City, State and Zip.  

Billing Information: 

8. Select Same as Client Information or Edit 
Billing Information.  

9. If the billing address differs, enter the First 
Name, Last Name and Zip.  

Credit Card:  

10. Enter the Card Number. 

11. Enter the Expiry Date.   

12. Enter the CCV. 

13. Check the box on BOTH Agreements 
(Tokenization disclaimer and authorize the 
security and delivery fee to be charged to your 
credit card).  

14. Select Submit.  

NOTE: All information must be entered, and both 
agreement buttons must be selected to enable 
the submit button.  

15. If more than one payment method has been 
entered, identify a primary payment method by 
selecting Set as Primary.  

NOTE: The primary payment method will be used on all future payments.  
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Pending Action – Complete Owner/Officer Setup  
1. Select Complete Owner/Officer Setup.  

 

 

 

 

 

 

2. Verify the Owner/Officer Information.  

NOTE: If owner/officer changes need to be made, contact your agent.    

3. Once information is verified/added, select the yellow Confirm or Add Owner/Officer 
information Button. 

 

 

 

 

4. Select OK on the owner/officer pop-up box.  
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Add Payroll Provider  
NOTE: If you plan to report payroll manually, you can skip the Add Payroll Provider step.  

1. Under Policies, select the Active Policy.  

2. Select Manage Policy Settings.  

 

 

 

 

 

 

 

3. Select Use Payroll Provider.  

4. In the pop-up window search field, enter the name of the Payroll Provider.  

5. Select Search.  
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6. Select the Radio Button next to the correct Payroll Provider.  

7. Select Save.  

 

 

 

 

 

 

 

 

 

Payroll Provider Not Found  
1. If the payroll provider is not found, select the blue Here Hyperlink.  

2. Enter Company Name.  

3. Enter Company Contact.  

4. Enter Contact Phone Number.  

5. Enter Contact Email.  

6. Select Save.  
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Set Payroll Frequency 
1. Policies are set to report monthly by default. To change the frequency, select Edit Schedule.  

 

2. Select the Weekly, Bi-Weekly, Semi-Monthly or Monthly Radio Button.  
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3. Follow any Additional Prompts based on the payroll selection.  

4. Select Generate.  

 

 

 

 

5. Select Save.  
 

 

 

 

 

 

Select Reporting Type  
NOTE: Reporting can be completed by employee or class code.  

NOTE: If using a payroll provider, the provider will handle this step through their payroll submissions.  

1. Under Policies, select the Active Policy.  
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2. Select Manage Policy Settings.  

 

 

 

 

 

3. Click Select Reporting Type.  

4. Select the Employee or Class Code radio button.   

NOTE: The system defaults the reporting type to employee. If the class code selection is not 
made, a list of all employees will be required instead of grouping employees by class codes. 

5. Select Save.  

 

 

 
 

Where to Get Help 
If this document does not address your questions, please contact MEM Customer Care at 
customercare@mem-ins.com or 800.442.0593. 
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