
Making Payments in The TFPA Customer Payment Portal 
This job aid guides a policyholder through the TFPA Customer Payment Portal to make payments on their TFPA policies.  

Part One: Logging in to the Customer Payment Portal 

Part Two: Setting up My Wallet 

Part Three: Deleting an Account in My Wallet   

Part Four: Setting up AutoPay 

Part Five: Deleting AutoPay Schedule 

Part Six: How to Pay My Bill 

Part Seven: Menu Bar View 

Part One: How to log in to the Customer Payment Portal 

1. Select ‘Customer Payment Portal.’ 

2. Enter your account number and the property location zip code where indicated.
Select ‘Submit.’

3. An authentication code will be emailed to the email address listed to verify the policyholder. If you change
the email address listed, it only changes the email where your authentication code is sent. It will not change
the email address you have on file with TFPA. When ready select, ‘Submit.’

4. Enter the authentication code sent to your email address where indicated. Select ‘Submit.’

You are now in the Policyholder E-Payments Center. 



Part Two: Setting up My Wallet 
1. Select ‘My Wallet.’ 

2. Select ‘Add Payment Method.’

3. Next, add the banking information where indicated. An example of a check is shown to help you locate the
routing, account and check number on your check if drafting from a checking account. You may also use a
savings or business checking account. Be sure to list the name on the account and add an account
nickname. If the account you are entering is the account you would like the system to use as the default
payment method, select “Set as default payment method.”
When ready, select ‘Add.’ 

4. You now have an account showing in My Wallet. You may add or delete payment methods from this section
if needed. 



Part Three: Deleting an Account in My Wallet 

1. To delete an account, start by selecting ‘Edit.’

2. Next, select ‘Remove Payment Method.’

3. Next, ‘Confirm’ the removal of the account information. The account will be deleted.

Part Four: Setting up AutoPay 

AutoPay may be used for all TFPA payment plans, but it is required for 10-Pay Payment Plans. 

1. Select ‘AutoPay.’ 



2. Select the policy number you want to pay for. Select ‘Continue’ when ready. 

3. Then select ‘Add Schedule.’

4. Select the location you want to pay for. Select ‘Continue’ when ready.

5. Verify the bank account selected is the correct account to make this payment. Then, select ‘Continue.’



6. Verify the information displayed. You may set an end date for your AutoPay. When ready, authorize the ACH 
processing and confirm the scheduling of the auto payments. When ready select “Create AutoPay.’ 

7. This screen reflects that the schedule has been confirmed. 

8. This screen reflects that AutoPay is scheduled.

9. If this is your first AutoPay payment for a new submission, you will need to make the first payment
manually. You may do this by selecting ‘Pay My Bill.’  See Part Six: How to Pay My Bill



Part Five: Deleting the AutoPay Schedule 

1. Select ‘Edit’ to start the deletion of AutoPay.

2. Next, select ‘Remove Schedule.’

3. Next, select ‘Confirm’ to remove the schedule.

4. The account is not scheduled for AutoPay any longer.



Part Six: How to Pay My Bill 
1. First, select ‘Pay My Bill.’ 

2. Verify the information displayed. This is processing the first payment for the location shown. If multiple
locations are listed, deselect the locations for which you are not currently paying. When ready, select
‘Continue.’

3. Verify the information displayed, authorize the ACH debit, and then select ‘Pay $xx.xx’ to make the payment. 

4. The payment has been confirmed. 



Part Seven: Views of Menu Bar when logging in to the Customer Payment Portal 



View of Menu Bar when using an iphone 12: 
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