
                                                                                                                       

 

The following instructions will walk you through the process of Scheduling a Payment through UPC’s Electronic 

Payment Center. 

 

How to Make a Payment: 

STEP 1:   Click on  

STEP 2:   Enter your user name and password  

STEP 3:  Click on Pay Now or Manage Payments   

STEP 4:   Select the account(s) you want to schedule a payment on, then Click on ‘Edit or Setup 

Scheduled’   

STEP 5:   Click on ‘Scheduled’ from Schedule Option dropdown   

STEP 6:   Click on Payment Method dropdown.  Choose your payment method – You can select 

one that has already been stored or add a new payment method – Then click ‘Continue’ 

STEP 7:  Enter the amount you wish to pay (the current amount due is automatically pre-filled) 

and the date the payment is to be scheduled.  Then click ‘Continue’  

STEP 8:  Review the details of your scheduled payment – Agree to the ‘Terms & Conditions’ by 

clicking the ‘I Agree’ Box & then click ‘Continue’ 
 

Refer to the end of this document for instructions to Cancel Payment. 
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Making a Payment (With Illustrations): 

STEP 1:   Click on Existing Users / Manage Payments 

 

 STEP 2:  Enter your user name and password created previously for your account.  
 

 

 

 

 

 

 

 

 

 
 

Note: If you have any problems logging in to your profile please send an email to 
upcelectronicpayments@csc.com or call 1-800-295-8016, Monday through Friday, 8:00 am to 
5:00 pm EST 
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STEP 3:  Click on Pay Now or Manage Payments   
 

 

STEP 4:   Select the account(s) you want to schedule a payment on, then Click on ‘Edit or Setup 

Scheduled’   
 

 
 

Note: If your payment status shows ‘Not Scheduled’, your policy is not set up for Automatic Drafts and is not 

scheduled for a payment.  

STEP 5:   Click on ‘Scheduled’ from Schedule Option dropdown   
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STEP 6:   Click on the Payment Method dropdown.  Choose your payment method – You can 

select one that has already been stored or add a new payment method – Then click ‘Continue’ 
 

 
 

STEP 7:  Enter the amount you wish to pay (the current amount due is automatically pre-filled) 

and the date the payment is to be scheduled.  Then click ‘Continue’  
 

 
 
Online payments submitted by 3 PM EST, Monday through Friday (excluding bank holidays) are posted 
to the policy on the same day.  Payments posted outside of this time frame are posted the next 
business day.  Payment(s) made after the policy cancellation date does not imply that the policy has or 
will be reinstated - please contact your agent. 
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STEP 8:  Review the details of your scheduled payment – Agree to the ‘Terms & Conditions’ by 

clicking the ‘I Agree’ Box & then click ‘Continue’ 
 

 
 
 
Your account has been successfully scheduled. You can now return to your ‘Account Activity’ page 

 

  
 
Your ‘Payment Status’ now indicates you have a ‘Scheduled’ payment setup. 
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To Cancel a Scheduled Payment 

 
 

Click on ‘Edit or Setup Scheduled’  
 

 
 

 

Click on ‘Cancel My Payment’  
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Your payment has been deleted – You can return to your account activity page 
 

 
 

 

Your payment status will now show ‘Not Scheduled’ 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


