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1 Purpose  
This job aid targets individual Issuers who require an understanding of how to use several key features 
that Pay.gov offers; specifically, this document provides a walkthrough for Issuers attempting to register 
and submit payments using the Pay.gov website. 

2 Introduction 
The U.S. Department of the Treasury Bureau of the Fiscal Service uses Pay.gov to meet its commitment 
to electronic collections processing using Internet technologies. Pay.gov satisfies demands from 
agencies and consumers for electronic alternatives by providing the ability to complete forms 
electronically to make payments and submit queries, 24 hours a day. 

The Centers for Medicare & Medicaid Services (CMS) Health Insurance Marketplace and Premium 
Stabilization Programs Payment Form, or Marketplace Payment Form, is the method through which 
Issuers will submit payments for various Marketplace-related fees, charges and overpayments. 

3 Additional Resources 
For more information regarding the functionality of Pay.gov, users may access online assistance at 

 on the Pay.gov site.  
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https://www.pay.gov/WebHelp/HTML/about.html

4 Browser Requirements 
Access to Pay.gov requires Internet Explorer version 6.0 or higher. Windows users may use Internet 
Explorer 6 or higher (for Pay.gov pages, forms, bills and reports), Mozilla 1.4 and 1.75 (for end-user 
pages, forms and bills), or Firefox 1.5 or higher (for end-user pages, forms and bills). 

https://www.pay.gov/WebHelp/HTML/about.html
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5 Registering on Pay.gov 
Before an Issuer makes a payment using the Pay.gov website, CMS recommends that the Issuer register 
for a Pay.gov user account and create a payer profile, which allows the Issuer to store payment 
information and manage payments. 

 Pay.gov Registration Process 5.1
The following steps illustrate how to register and submit payment through the Pay.gov website: 

1. Click the “Register” Link in the top right corner of the on the Pay.gov Website. 
Figure 1:  Pay.gov Home Screen 
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2. Fill out the account user information on the “Register for a Pay.gov Account” Screen pictured 
below. 

Figure 2:  Pay.gov Profile Information Page 
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Pay.gov creates a user profile containing both user data and the user’s company data from the 
registration information entered. The site can also pull user profile information to pre-populate banking 
information on the Marketplace Payment Form. 

• First Name and Last name: User’s name, e-mail and phone number within the Pay.gov 
profile will pre-populate the Form as “Contact 1 for Submission” 

• Billing Address: The company address within the Pay.gov profile will pre-populate the Form 
as “Billing Address” 

• Legal Business Name (LBN): The company name within the Pay.gov profile will pre-populate 
the Form as the “Legal Business Name (LBN)” associated with the organization’s Federal Tax 
Identification Number (TIN) 

During the Pay.gov registration process, the Issuer can elect to receive email notifications by checking 
the box at the bottom of the page next to the statement, “I want to receive email notifications related 
to ACH payments using the confirmation email address entered with the transaction.”  

Figure 3:  ACH Email Notification Box 

 

 

  

 4 
 



 

Invoicing and Collections Training: Pay.gov Registration and Payment 
Submission Process for Reinsurance, Risk Adjustment and Risk Corridors (3Rs) 

Issuers 
 

3. Click the “I Agree to the Pay.gov Rules of Behavior” box, and then click the “Register Account” 
button in order to continue.  

Figure 4:  Rules of Behavior  
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 Logging in to my Pay.gov Account 5.2

Issuers should log in to Pay.gov using a newly established, or existing Pay.Gov user name and password.  
Issuers should click on either the “Forgot your Username” or “Forgot your Password” link below to 
recover user names and passwords.  If a user name and password has not been created please refer to 
the previous steps. 

1. Enter Username and password, and click “Log in”, to be directed to the “My Account” page. 

Figure 5: Pay.gov Log in Screen 

 

2. From the “My Account” page, Issuers can view their User profiles to perform the following 
functions: 

• My Forms - Save partially completed forms, view submitted forms and submit duplicate 
payment 

• Profile Information - View and Manage Profile information 
• Payment Activity - View historical payments and manage pending payments 
• Payment Accounts - Add and Manage stored payment information 

Please Note: CMS does not utilize the “Enter Access Code” functionality with the Pay.Gov My 
Account section. 
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 Adding a Payment Account in Pay.gov  5.3

Issuers have the ability to store Payment Account data in Pay.gov. After storing payment account 
information, Issuers may elect a primary bank account in the Payment Account section of their user 
profile. Once a primary bank account is set, information from the primary account will prepopulate in 
the “Enter Bank Account Information” section of the Marketplace Payment form (see section 5.4). 
Complete the following steps to save Payment account data: 

1. From the “My Account” screen, click the “View Payment Accounts” button. 

Figure 6:  Pay.gov My Account Screen 
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2. Enter and save bank payment data as shown on the screen; this information will prepopulate 
banking information on the Marketplace Payment Form.  

Figure 7: Enter Bank Account Information Screen 

 

  

3. After updating bank account information, check the profile email address to verify receipt of the 
automated confirmation message. 
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 How to Make a Payment 5.4
In order to make a payment, Issuers should follow the steps outlined below: 

1. Once logged into Pay.gov, click the “Make a Payment” button on the tool bar. 

Figure 8: Pay.gov Home Screen 
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2. Click the “Click here to view a listing of all Agencies” link in order to search by Government 
Agency. 

OR 

Search for “CMS Health Insurance Marketplace and Premium Stabilization Programs Payment 
Form” in the keyword search box highlighted below. NOTE:  If using the keyword search option, 
move to Step 5 on page 12. 

 

Figure 9:  Find a Form Screen 
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3. Choose “H” from the A-Z index on the “Find an Agency” Screen. 

Figure 10: Find an Agency Screen 

 

  

4. Click the “Health and Human Services (HHS): Centers for Medicare & Medicaid Services (CMS)” 
link on the “Find an Agency” Screen (fifth link from the top of the page). 
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5. Click the “Continue to the Form” button under “CMS Health Insurance and Premium 
Stabilization Programs Payment Form.”  

Figure 11:  Find a Form Results Screen 

The i

 

6. Click “OK” in the pop-up message pictured below in order to redirect to the Marketplace 
Payment Form.  

Figure 12: Reinsurance Contributions Annual Enrollment Submission Form Redirect Message 
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7. Note the debit blocking information highlighted in Figure 12. If necessary, provide the following 
information to your bank to prevent the debit from being blocked: ACH Company Name: 
UPDEPTHHHSCMS, Agency Company ID: 7505008014 

Figure 12: Debit Blocking Information 
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8. Pay.gov will pre-populate the Company and Contact information from the User Profile. Enter the 
program type manually by selecting from the drop down menu. 

Figure 13:  CMS Health Insurance Marketplace and Premium Stabilization Programs Payment Form 

 

  

 14 
 



 

Invoicing and Collections Training: Pay.gov Registration and Payment 
Submission Process for Reinsurance, Risk Adjustment and Risk Corridors (3Rs) 

Issuers 
 

9. Enter the Entity ID (Payee Group ID), Invoice Number and Payment Amount, then click 
“Continue.”  

Figure 14:  Invoice Information Section of the Marketplace Payment Form 
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10. Confirm the payment amount and select the appropriate banking information. 

Please note: Bank account information previously stored in the “My Accounts” section of Pay.gov 
will auto-populate in this step. If users have saved information for multiple bank accounts, the 
user must select which account to use for payment.  

Figure 15:  Enter Payment Information Section of the Marketplace Payment Form 
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11. Click the “Review and Submit Payment” button. 
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12. Check “I would like to receive an email confirmation of this transaction” in order to receive a 
confirmation email. 

Figure16: Review and Submit Section of the Marketplace Payment Form 
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13. Click “I agree to the Pay.gov authorization and disclosure statement” and then click “Submit 
Payment.”  

Figure 17: Authorization and Disclosure Statement 
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14. Note the process is complete when the Payment Confirmation Screen shown below appears. 

Figure 18:  Payment Confirmation Screen 
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