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HEMIC BILL PAY − FAQs 
 

Sign into HEMIC Bill Pay at hemic.com/portals. 
Use this guide to help you register and make payments with HEMIC Bill Pay. 
  

1.  Register an Account 
2.  Make a Payment 
3.  Set Up AutoPay 
4.  Set Up Paperless 

 

  

https://www.hemic.com/portals/
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Register an Account 

1. Go to HEMIC Bill Pay. 
2. Click on “HEMIC Premium”. 
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3. Enter your Account Number and Policyholder Name. Then, click the “Search 
Invoices” button. 
 

 
 

4. Outstanding invoices for the account you entered will appear on the Search Results 
page. 
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5. Select an invoice, then click “Register Selected Invoices”. 
 

 
 

6. Under the Register page, your Account Number and Email Address will auto-
populate. You will need to create and confirm a password for your account. 

7. The checkbox for Paperless will be selected. Uncheck the box if you do not wish to 
enroll in Paperless. 
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8. Then, click the “Complete Registration” button. 
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9. You will then be taken to the Your Account Homepage. Whether it says Enrolled or 
Not Enrolled next to Paperless is dependent on your selection from the previous 
screen. 
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Make a Payment: 

1. Go to HEMIC Bill Pay. 
2. Click on “HEMIC Premium”. 
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3. Enter your Account Number and Policyholder Name. Then, click on the “Search 
Invoices” button. 

 
 

4. Outstanding invoices for the account will appear on the Search Results page. 
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5. Select the invoice that you are planning to pay, then click on “+Add Selected 
Invoices to Your Cart”. 
 

 
 

6. Review the invoice and payment amount under the “Please review your selection” 
screen. 
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7. Once you have confirmed the payment amount is correct, click the “Proceed to 
Payment” button. 

8.  

 
 

9. Select the payment method that you prefer to pay by: 1) Credit/Debit Card, or 2) EFT 
Check. 

10. Select if you would like to: 1) Pay Full Invoice, or 2) Pay Other Amount. 
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11. Then, click the “Continue to Payment Information” button. 
 

 
 

12. Enter your payment information and then click the “Continue to Review Payment” 
button. 
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13. If you selected Credit/Debit Card as your payment option, the following screen will 
appear to enter your payment information: 
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14. If you selected EFT Check as your payment option, the following screen will appear 
to enter your bank information: 
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15. Once you enter and submit your payment information, review the payment 
information and total. If correct, click the “I agree to the Invoice Cloud Terms and 
Conditions” box. Then, click the “Process Payment” button. 
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16. If the payment is successfully processed, you will see a payment confirmation 
screen where you can print your receipt. 
 

 
 

17. You can also view all payments that have been made for the account under “My 
Account”. Go to My Account > Payment History. 
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18. The Payment History will list all payments that have been made for the account: 
a. When a Debit/Credit Card payment method was used for payment, you will 

see 2 separate payments: one for the invoice amount and another for the 
3.95% fee for using a Debit/Credit Card. 

 

  



 

Page 17 
 

Set up AutoPay: 

1. Register for an account: follow the Register an Account instructions. 
2. On your Account homepage, it will show the current status of AutoPay as “Not 

Enrolled”. To enroll in AutoPay, click on AutoPay. 
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3. Payment Method 
a. If you have a payment method already saved to your account, skip to step #5. 
b. If you do not have a payment method saved to your account, you will see the 

message, “Please add a new Payment Method before signing up for AutoPay 
by clicking here”. Click that message to add a payment method. 
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c. You can choose between: 1) Add New Credit/Debit Card, and 2) Add New 
Bank (for EFT payments). 
 

 
 

d. After your selection, enter your payment information and select the “Make 
this my default payment method” check box. 
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If you selected New Credit/Debit Card, the screen below will appear. After 
entering your information, click the “Save Credit/Debit Card Information” 
button. 
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If you selected Add New Bank, the screen below will appear. After entering 
your bank information, click the “Save Bank Information” button. 
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e. Next, you will be taken to the Saved Payment Methods screen where you will 
see the payment method you just entered. At the bottom, you will see the 
message, “You have accounts that are not set up for AutoPay. You may setup 
AutoPay by clicking here.” Click the word “here” at the end of that message to 
continue setting up AutoPay. 
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4. Click on the “+New AutoPay Setup” button. 
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5. The New AutoPay Setup screen will auto-populate with your Account, Invoice Type 
and Default Payment Method information. 

6. Select “Yes, put me on AutoPay. By enabling AutoPay, I agree to the Invoice Cloud 
Terms and Conditions” as the AutoPay Status. 

7. Then, click on the “Save this AutoPay Setup” button. 
 

 
 

8. To verify that the account is now set up for AutoPay, you can check under 
My Profile > AutoPay. 
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9. The AutoPay screen will show the status as “Signed Up”. 

 
 

10. Your Homepage will also now show your AutoPay status as Enrolled. 
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Set Up Paperless: 

There are two ways to set up Paperless delivery: 

1. During Account Registration:  When registering for an account, there is a checkbox 
option to select “I would like to sign up for Paperless”. 
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2. After Account Registration:  Go to Your Account Homepage. Your status for 
Paperless will show as Not Enrolled. Click on the Paperless arrow. 
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a. On the Paperless screen, select the “Enroll” checkbox next to the account 
that you would like to enroll in Paperless. 

b. Click the checkbox for “By enabling Paperless, I agree to the Invoice Cloud 
Terms and Conditions”. 

c. Then, click the “Save my changes” button. 

 
 

3. To validate that your account is now signed up for Paperless: 
a. Under My Profile > Paperless, your status will now show as “Enroll”. 
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b. The homepage will now show your Paperless status as Enrolled. 

 

 

 

 


