
ACH Payment Set Up Guide
How to set up ACH and recurring payments on the Flex Direct Bill Portal

Select Make Payment from the Home Screen

Call us at 888-345-7990, Option 3

Step 1: 

Questions?
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Select the I will pay by Checking or Savings Account option from the Payment Methods listed.  (Please note,
there is a $20 fee for making a one-time payment by credit card.)

Step 2: 

https://www.myflexaccount.com/


Call us at 888-345-7990, Option 3Questions?
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Add your banking information as requested and click NEXT.

Step 4: 

Select Pay full amount for the Next Premium Month Due and click Next.

Step 3: 

https://www.myflexaccount.com/
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Step 5: 

Review the Payment User Agreement, check the box to agree to the Terms of Service, and click Make Payment.

Step 6: 
You will receive payment confirmation as indicated in the screenshot below. Click Close.

Call us at 888-345-7990, Option 3Questions?

https://www.myflexaccount.com/
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Select I would like to set up a recurring ACH
payment and click NEXT.

Step 8: 

Call us at 888-345-7990, Option 3Questions?

Step 7: 

To set up Recurring Payments, select Recurring Payments.

Review your payment information and click NEXT.

Step 9: 

https://www.myflexaccount.com/
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Call us at 888-345-7990, Option 3Questions?

Review your Recurring Payment Schedule and click NEXT.

Step 10: 

Review your Recurring User Agreement, check the box to agree to the Terms of Service, and click SUBMIT.

Step 11: 

https://www.myflexaccount.com/

