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GETTING STARTED 

 
Welcome to the online payment system. You can use this secure payment platform to pay 
your premium 24 hours a day.  You can also establish a user account to easily make all 
future payments or to automatically set-up all your monthly payments.  You can also set 
up payments to come from multiple bank accounts.  Ready to get started? 
 

 
 

 
At the Regency website, select Make a Payment.   
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GETTING STARTED 

 
There are 2 ways to make your payment. 
 
 

 
 
If you want to submit a one-time payment, without saving your account information, 
simply select Make a Payment. 
 
OR 
 
Please enter your User Name and Password to access your account. 
 
If you have not yet created an account and would like to save your payment information 
for future use, select Create an Account button.  This will begin the simple, 4-step 
process.   
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CREATING AN ACCOUNT 
 
 
1 - Add personal information as requested by the application. 
 
Please enter information wherever you see * .  These are required fields. 

 

 

Upon completion, select Continue 
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CREATING AN ACOUNT 

 
 
2 - Add Secure Access as requested by application 

 

This will be your User name and Password to use for all future payments.  Remember 
this data.  We cannot retrieve it for you. 

Upon completion, select Save and Continue. 
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CREATING AN ACCOUNT 
 
3 - Add Account to Pay as requested by application. 
 

 

This is your client code.  Refer to your invoice or payment coupons to retrieve this 
number.   

Select Find Your Account Number for help identifying your member number on an 
invoice or payment coupons. 

Upon completion, select Save and Continue 
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CREATING AN ACCOUNT 
 
4 - Add Payment Method as requested by application 
 

 

Select What’s This for help identifying the bank routing number or account number you 
intend to use to make your payments. 

Upon completion, select Save. 
 
That’s it!  Now you can log in using your user name and password to make future 
payments, set up additional bank accounts to use or to set up recurring payments.  
We’ll show you how to do that next. 
 
 
 
 

This information can be found 
at the bottom of a check. 
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SETTING UP RECURRING PAYMENTS 
 

 
 
Log in using your User Name and Password 
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SETTING UP RECURRING PAYMENTS 
 
 
 

 
 
At the My Account Home page, select Add Auto Pay. 
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SETTING UP RECURRING PAYMENTS 
 
Your account information will populate the screen.  Complete all remaining information. 
 
(If you have created more than one account, you will need to select the account on which you are intending 
to establish recurring payments.  For information on setting up additional accounts, see Setting Up 
Additional Accounts on page 20 of  this tutorial.) 
 

 
 
Once completed, select Continue. 
 

Enter a date that ensures your 
payments are not late! Ensure your payment frequency 

corresponds with your payment plan. 
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SETTING UP RECURRING PAYMENTS 
 
 

 
 
 
Review the information.  If correct, check the acceptance box.   
 
Upon acceptance, the select Create AutoPay Schedule. 
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SETTING UP RECURRING PAYMENTS 
 

 
 
 
For your records, you may now print a confirmation of your recurring payments. 
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CHANGE RECURRING PAYMENTS 
 

 
 
Log in using your User Name and Password. 
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CHANGE RECURRING PAYMENTS 
 

 
 
From My Account Home find your AutoPay Schedule and select Edit. 
 



Electronic Payment Instructions and Tutorial 

 � �����
�
 �

�
� �

 
 

CHANGE RECURRING PAYMENTS 
 

 
 
Change the bank account, amount, payment amount, payment date, payment frequency, 
or payment reference as needed.  Upon completion, select Continue.

Change as 
necessary 
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SETTING UP ADDITIONAL BANK ACCOUNTS 
 
If necessary, you can pay your premium from multiple bank accounts. 
 

 
 
Log in using your User Name and Password. 
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SETTING UP ADDITIONAL BANK ACCOUNTS 
 
 

 
 
At the My Account Home page, select Add Payment Method. 
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SETTING UP ADDITIONAL BANK ACCOUNTS 
 
Complete banking information, as requested. 
 

 
 

Select What’s This for help identifying the bank routing number or account number you 
intend to use to make your payments. 

Upon completion, select Save. 
 

This information can be found 
at the bottom of a check. 
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SETTING UP ADDITIONAL BANK ACCOUNTS 

 
 

 
 
Now all your bank accounts should show up.  If you need to change information related 
to your bank accounts or if you no longer want to use them to pay your premium, select 
Edit or Delete.
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ADDING ANOTHER ACCOUNT 
 

You can pay premium for multiple businesses or accounts with a single log in by simply 
adding another account. 
 
 

 
 
At the My Account Home, select Add Account. 
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ADDING ANOTHER ACCOUNT 
 
Add account information, as requested. 
 

 
 
Remember, the Account Number is the client code of the account you are paying.  For 
assistance finding the client code, please refer to an invoice or payment coupons.  Select 
Find Your Account Number for additional assistance. 
 
Upon completion, select Save. 
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ADDING ANOTHER ACCOUNT 

 

 
 
Now all your accounts should show up at My Account Home.  You can make one time 
payments, schedule recurring payments, change account information or delete the 
accounts from this screen. 


