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User Creation & Login 
 
To get started in the EBizCharge Connect customer payment portal, you need a login. If you 
already created a login or were provided a login, you can skip this step. 
 
To begin, go to the merchant’s EBizCharge Connect page. (The merchant is the business you are 
paying.) If you don’t know the merchant’s Connect page, you can also use the default 
https://connect.ebizcharge.net/ website. 

 
Click the Create new account link beneath the Log In button to create your account. 
 
 
 
 
 
 
 
 
 

https://connect.ebizcharge.net/


Enter in the email address your merchant has on file for your company. If you don’t know the 
email address your merchant has on file, please contact the merchant to look up or change the 
email address. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



After entering the email address, you’ll be required to provide an additional form of 
authentication. This may be the zip code, company number, or cell number your merchant has on 
file for your company.  
 
If you don’t know the information required, please contact the merchant, who can look up or 
change the information as needed. 
 

 
Fill out the captcha and then click Register to complete the registration process. 
 

 
 
 
 
 
 
 



After registering, you should receive an email confirmation within a few minutes. Click the link in 
the confirmation email to set up your new account. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



To set up your user account, fill in the contact information and choose a username and 
password. 
 

 Your username should only contain letters and numbers. Usernames are not case 
sensitive. 

 Your password can contain letters, numbers, and any special character (!@#$), but may 
not contain spaces. Passwords are case sensitive. 

 

 
Click Submit to complete the registration process. 

 

You can repeat this process as many times as needed to create separate accounts for multiple 
employees. Each employee will be able to log in to EBizCharge Connect with their own user 
account. 
 

 



Log In to the EBizCharge Connect Payment Portal 
 
Once you have your login for the EBizCharge Connect portal, you can navigate to the merchant’s 
login page. If you don’t know the merchant’s login page, you can also use the default 
https://connect.ebizcharge.net/ website.  
 
To begin, enter your username and password into the specified fields and click Log In to enter 
the Connect portal. 

 
If you forgot your password, you can click the Forgot your password? link to initiate password 
recovery. 

 
 
 
 

https://connect.ebizcharge.net/


Enter your email address and the captcha and click Reset Password to begin password recovery. 

 
You should receive an email notification to the email address entered within a few minutes. 

 



Click the link in the confirmation email to create a new password. 
 

  Your password can contain letters, numbers, and any special character (!@#$), but may 
not contain spaces. Passwords are case sensitive. 

 
 
  



Using the Payment Portal 
 
After logging in to the EBizCharge Connect portal, you will find a list of invoices ready to be paid. 
(Depending on how the merchant sets up the portal, some options seen here may not be visible.) 

 
  



Make a Payment 
 
To make a payment, simply select the invoice or invoices you want to pay using the check box. 
The payment amount will prefill for you. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



If the option is enabled, you can change the amount you want to pay for each selected invoice. 
For example, instead of paying the full $10,345 listed above, you can choose to pay $5,000 
instead.  

 
 
A running total will be provided in the Payment Summary section. 
 

 
 
 
 



You can also click the Pay All or Check All button to select all invoices. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



If the option is enabled and you want to view the contents of an invoice, click the View Invoice 
link on the left-hand side of the invoice list. 

 
 
 
 
If the option is enabled and you have credits available, you can go to the Credits tab to apply any 
negative balances to your invoice total to reduce your payment requirement. Select credits in the 
same way you selected invoices. 

 



Once your invoices and credits have been selected, go to the Pay by Credit Card or Pay by ACH 
tab (if enabled) to pay. 

 
If included, a surcharge or convenience fee will be calculated and added to your total at this 
point.  
 
Enter in your credit card or ACH information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



If you have a saved credit card or ACH account on file, go to the Saved Credit Cards or Saved 
ACH Accounts tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select which card or account you want to use from the dropdown menu. 
 

  
 
 
 
Click Pay Now to complete the transaction. 



If the transaction is successful, you’ll be taken to the approval page.  
 

 
 
You can email yourself a copy of the transaction receipt by entering an email address into the 
specified field and clicking Email Receipt. 

 
 
 
 
 
 



If, for any reason, the transaction cannot be completed, a warning will be presented on the 
payment page. Please correct the issue and try again. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Quick Payment 
 
Quick Payment, if enabled, will allow you to make a payment that’s not linked to a specific 
invoice. This function may be useful for a prepayment or down payment. 
 
Go to the Make a Quick Payment tab near the top. 
 

 
 
Enter in the dollar amount and a brief description of the payment. (The invoice number is 
optional.) 



Enter in your payment information or select a saved payment method, then click Pay Now. 

 
 
 
 
If the transaction is successful, you’ll be taken to the approval page.  



You can email yourself a copy of the transaction receipt by entering an email address into the 
specified field and clicking Email Receipt. 

 
 
 
 
If, for any reason, the transaction cannot be completed, a warning will be presented on the 
payment page. Please correct the issue and try again. 

 
 
 
 
 
  



View Reports 
 
You can view two reports: Payment History and Invoice List. 
 

Payment History 
Payment History shows you all payments made on the EBizCharge Connect payment portal. 
Payment History does not include any payments made outside of Connect but does include 
payments made by all users associated with your account. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Invoice List 
Invoice List shows you all the invoices that have been uploaded to the EBizCharge Connect 
portal.  
 
Use the search criteria to filter the list by invoice status and invoice date. Note: The invoice date 
refers to the date the invoice was uploaded to the portal, not the date it was created. 
 
Click the View Invoice link, if enabled, to generate a current invoice. 
 

 
 

 

 

 

 
 
 
 
 



Manage Account 
 
The EBizCharge Connect portal allows you to manage your contact and payment information 
under the My Account section. 
 

Manage Payment Methods 
Use the Manage Credit Cards or Manage ACH Accounts tab to add new cards or ACH accounts 
to the saved cards list. (Saved payment methods are accessible to all users.) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Select existing card or account information to update or delete. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Account Information 
Under the My Account section, go to Account Information to update your information.  
 
The email address on this form is the email where all notifications are sent. All users have access 
to and can edit this information using the form below. If one user changes this information, it 
changes across all users. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Change Your Password 
Under the My Account section, use the Change Your Password button to update your current 
login password at any time. 
 

 Your password can contain letters, numbers, and any special character (!@#$), but may 
not contain spaces. Passwords are case sensitive. 

 

 
 
 
 
 
 


