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Introduction to ePayment
The ePayment  system replaces the eBill system which you previously used to manage 
your billing transactions with MERS. 

This manual provides you with screen shots from the ePayment tool along with
information and instructions on how to use ePayment.
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Portal Login and ePayment Access

1. Log In to the MERS 
Employer Portal using your 
MERS assigned User Name 

and Password

2. On the MERS Employer 
Portal home page, click 

Reporting on the menu bar 

3. Select and click on 
Defined Benefit

4. Click ePayment option 
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ePayment Account Summary

1. This section shows you your Balance Due, Credit Available, and the Net Balance Due on all of 
your open invoices.

2. These are your core invoice numbers. Note: The number appearing after the dash indicates that 
there is more than one line item on the invoice; for example the 2 indicates two line items for that 
invoice. When selecting the invoice number, a PDF file of the invoice will open.

3. This shows your recent activities that are tied to an invoice and a specific line item on the invoice.
4. If you have payments scheduled, they would show here.
5. This takes you to a screen that shows the details of each invoice group. It is also where to go to 

make payments.
6. This takes you to a screen that shows all recent payment activities.
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Make a Payment
Entering ePayment system

1. Log into the MERS Employer Portal. 
2. On the Portal home page, click reporting.
3. Select Defined Benefit.
4. Click on ePayment (see page 5 instructions).

Access invoice details

On the ePayment account page, click on the View Invoice Details (number 5 on page 6).
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Make a Payment

1. This section is where you can search for a specific invoice by using an invoice number.
2. This drop-down menu lists all of your core invoices.
3. This area shows the selected invoice, its individual line items, and the amount due for each item.
4. There are three ways to process a payment:

a. Click the Pay All box which pays the total due for the entire invoice.
b. Select the Check box under Pay Invoice to pay a specific line item, (or)
c. Enter a specific amount in the Payment Amount field. Note: It is recommended to 

pay/use credits first (see number 1 on page 6 – Credit Available).
5. Use the core invoice number dropdown or the Next button.
6. Once you have determined your payment, the invoice and amount display in the Selected 

Invoice List.
7. After you have slected to pay all your outstanding invoices, click the 

Pay button.
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Make a Payment

8. Enter your banking information and check Save to Wallet if future payments will be 
coming from the same account; you will be prompted to name the wallet (i.e. Division 
1, General Account, etc.).

9. Enter billing address or verify if it was automatically populated.
10. Select either Pay Now, or Pay Later; click the calendar icon to set up the payment date.
11. Click the Submit button to process the payment.
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Payment Confirmation

This is your payment confirmation page. It has all of your transaction details, and it can be 
printed for your records by clicking the Print button at the top of the page.

155555
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Manage Payment Wallet
Your payment wallet holds bank account information from which payments can be
made to MERS. You can add, change, or delete wallet information as needed. The
following information will show you how to access your wallet and manage it.

From Your Account drop-down 
menu select Wallet.
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Manage Payment Wallet

1. You can either Delete or Edit an existing wallet by clicking on the appropriate link.
2. To create a new wallet, enter a new name for the wallet such as “checking” or “savings” or 

create a unique name.
3. Enter the banking information in this section.
4. Enter the municipality’s billing address in this section.
5. Click on the Submit button to create a new wallet.

Sample
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ePayment Invoice History
Account Invoice 

Information
Only outstanding 
invoices, new invoices 
and payments 
occurring after June 9, 
2011 will be 
accessible and 
viewable in ePayment. 

1. Enter the Invoice History search criteria (Invoice number, or dates).
2. Your search results will display here.
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ePayment Apply Existing Credit

4. This column shows the amount of existing credit available for the line item.
5. Click the Select this link to apply all or part of the existing credit to the line item. 

1. Click on Your Account.
2. Select Invoices.
3. Select Apply Existing Credit.

The Credit Available displays.
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ePayment Apply Existing Credit
6. Apply the existing credit by checking the box to Pay Invoice.

The invoice drops into the Selected Invoice List.

7. Click Pay.
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ePayment Apply Existing Credit
The Applied Credit Details displays Applied Amount. 

8. Click Confirm.

A downloadable PDF document will display and is your confirmation that confirms your payment.
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Scheduled Payments

The screen below, shows you any payments that you have 
scheduled to pay at a later date. It shows you the invoice 
number, the payment amount and the date the payment is 
scheduled to be made to MERS. Clicking the Payment 
Number for each invoice will open a printable document 
for your records.

This is a printable document for 
your own recordkeeping purposes.
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Leave blank page
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MERS of Michigan

MUNICIPAL EMPLOYEES’ 
RETIREMENT SYSTEM

1134 Municipal Way
Lansing, MI 48917 

800.767.2308
Fax: 517.703.9707

www.mersofmich.com
www.mymers.mersofmich.com

This presentation contains a summary description of MERS benefits, policies 
or procedures. MERS has made every effort to ensure that the information 
provided is accurate and up to date. Where the publication conflicts with the 
relevant Plan Document, the Plan Document controls.

http://www.mersofmich.com/�
http://www.mymers.mersofmich.com/�
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