
Step 1: �Log into CalChoice.com and view the homepage. To get started, select Billing from the 
top navigation.
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ONLINE BILL PAY INSTRUCTIONS 

1

Skip the mail and make payments the fast, secure, and eco-friendly way with online bill pay at calchoice.com.

Your billing portal allows you to view your monthly invoices by amount and due date in one place.

customerservice@calchoice.com

jsmith@choiceadmin.com



Step 2: �Click on Make a Payment on the right side. You may need to disable pop up blockers.
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Step 3: �You’ll be provided with Terms of Service. After you’ve read the information, select “I Agree.”
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Step 4: �You will be directed to a screen with a variety of options for next steps. We’ll walk you 
through each option.

group.name@calchoice.com
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1. Payment Accounts
Select Payment Accounts to set up online bill pay. Then, enter the details for the account you’d like to use for your 
monthly payments.
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Up to six payment accounts can be added and saved and then chosen from a drop down menu. You will also have 
the ability to edit and remove these accounts at any time by clicking on the links shown below. The edit screen 
will not allow you to change the bank routing number or account number. For these edits, the payment account 
will need to be removed and added back again with the correct information. In the edit screen you will be able to 
name your bank account, change the account holder name, or the bank name. 
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2. Make a One-Time Payment
Select Make a Payment to access the one-time payment option. Complete the fields, submit, and you will 
receive a confirmation number that will act as the payment check number on your next invoice.

UnitedAccount Holder LLC
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3. Recurring Payments
If you have an account, and haven’t set up recurring payments, you will see the first screen. Select activate to 
initiate recurring payments. If you have auto-pay set up, you will see the second screen. To change the account 
that auto-pay drafts from, click deactivate for the current account and activate to set up the new account.

54321

98765
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4. Online Payment History
Includes Payment Dates, Payment Amounts, Payment Type (only online payments will be displayed here; no paper 
checks will be reflected), and Online Payment Status. 
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5. Customer Service
You can email from our online portal if you are set up as a Group contact.

ONLINE BILL PAY INSTRUCTIONS 


