
Optum Pay® Quick Guide
How to set up and manage recurring payments

This quick reference guide provides instructions on how to set-up and manage the recurring payments 
option for an Optum Pay Premium account. For additional questions about the recurring payments 
feature, please contact the Optum Pay Support Team at 877-620-6194, from 7am to 6pm CST, Monday 
through Friday. 

About recurring payments 
Recurring payments allows tax identification number (TIN) level administrators on the account to 
select a designated bank account to automatically withdraw your organization’s Premium invoice(s) 
each month. Recurring payments offers the flexibility to withdraw fees from your existing primary 
Optum Pay bank account on file or to assign a new bank account.

How it Works 
On the 1st of the month, you’ll receive an email notification that your invoices are available for review 
in the Optum Pay portal. If needed, you can transfer funds to the designated bank account before the 
payment is withdrawn. On the 10th of the month, Optum Pay will automatically withdraw the fees from your 
account, ensuring timely payment of your Premium invoice.

Getting started with recurring payments
To set up 'recurring payments', navigate to the ‘Solutions | Invoices’ tab and select the blue ‘Set up recurring 
payments’ button located in the top left corner of the screen to initiate the recurring 
payments workflow.  

Users will receive a ‘Welcome to recurring payments’ pop-up message if a TIN(s) hasn’t been 
assigned a recurring payment method or has a TIN level exemption. Select the continue button to get started. 
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 Step 1: Select a payment method 

When activating the recurring payments screen, the invoice page will pre-select all TINs for setup as a 
default. To eliminate TINs from the default option and prevent them from participating in recurring 
payments, un-select the blue check box located to the left of the TIN or use the ‘Deselect All’ link to 
un-select all TINs at once.
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Once the applicable TINs have been selected, a bank account must be designated for recurring 
payments. The Primary Bank account can be used, or a new bank account can be added by using 
the ‘Add new bank account’ hyperlink found on the lower right side of the screen.  

Option 2: Add a New Bank Account 
To add a new bank account, select the 
hyperlink that says ‘+Add new bank 
account’ and follow the prompts. When 
adding a new Bank Account make sure 
that the account is authorized for Optum 
Bank use. When prompted, enter the 
applicable account type, routing and 
account number for all associated TIN(s) 
and select the ‘Add Bank Account’ button. 
This bank account will only be used to 
debit fees from the Premium invoice. The 
new bank account will not be set up to 
receive any payer payments..

Option 1: Use the Primary Bank Account 
When activating the recurring payments 
screen, the invoice page will pre-select 
all TINs for setup as a default.  To eliminate 
TINs from the default option and prevent them 
from participating in recurring payments, 
unselect the blue check box located to the left 
of the TIN or use the ‘Deselect All’ link to 
unselect all TINs at once.
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After designating the applicable payment method, select the ‘Continue’ button to confirm.  To 
make changes or to update the payment method for each TIN, select the ‘reset’ hyperlink to 
start the process again. 

If there are TINs which were not set up with a recurring payment method, users will be given a 
notification asking if they wish to do so before moving forward. 

They can choose to select “yes, go back’ to designate additional payment methods for different 
TINs or ‘continue’ to complete the setup of recurring payments for a portion of their TINs.  

It is recommended that recurring payments be established for every TIN under management from 
the beginning. However, users can manage payment preferences at any time through the 
‘Manage Payments’ screen. 
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After setting up the payment methods and 
assigning each TIN to a designated account for 
recurring payments, users will be asked to review 
all updates and associations made between the 
TINs and bank accounts assigned to confirm the 
setup of recurring payments.
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 Step 2: Review Selections

3  Step 3: Accept Terms

To finalize setting up recurring payments, users must 
accept the terms and conditions.  The acceptance 
screen with display the name of the admin who setup 
recurring payments and the designated payment 
methods.  The user is required to acknowledge the 
confirmation language and the Optum Pay recurring 
debit authorization language by selecting the blue 
check boxes before successfully completing the setup 
of recurring payments. Note, that the submit button 
is disabled until both check boxes are selected.

Step 4: Confirmation of recurring payments 
Once the Admin user selects submit, the portal will 
display a Thank you message confirming that they 
have successfully set up recurring payments for the 
selected TINs.  

The portal will also display past due invoices for those 
orgs/TINs that show to have past due invoices as well 
the amounts.  The user will also have the ability to 
select the "Back to invoices' button to go to invoices 
to make a payment.

Note: If an organization has an unpaid invoice(s), 
when setting up recurring payments, the unpaid 
invoice payments will not be debited from their 
accounts.  They will only be debited from the account 
on file if the user manually makes the payment using 
the invoice tab.
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Ongoing management of recurring payments 
Once the Admin user has set up recurring payments, the portal will no longer show the ‘Set-Up 
recurring payments' button at the top but will show a 'Manage Pay Method' button instead.  
This is to allow users the ability to make changes to the existing payment set up. The invoice 
page will also display all unpaid, paid, and recurring invoices for each account.    

If there are invoices displayed that need to be paid and have not been set up with the recurring 
payment feature, select the checkbox next to the unpaid invoice and select the newly enabled 
‘Pay Invoices’ button to navigate to the invoice page and make a payment.
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