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U.S. Bank eBill Service – Payment Center  

Taking payments from your customers 
You can take a payment from your customer over the phone and easily process it through the eBill Service 
Payment Center. 

1. Log in to eBill Service by inputting your Username and Password. 

2. Click Log In. This will bring you to the Lookup Customers page. 

 

3. To find a customer, include applicable information within the fields, such as First Name, Last Name, Account 
Number, etc.  

4. Click Search. This will bring up the Customer Overview page. 
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5. Click the Manage Payments tab.  

6. Click Schedule Payment. This will bring up the Schedule Payment page. 

 

7. Enter the required payment details for the customer.  

Options vary depending on your setup and configuration but may include Payment Type, Payment Date, 
Accounts, Amount, Email Address and an optional Memo field to describe the payment. 

8. Click Continue. This will bring up the Verify Payment Details page. 

 

9. Verify all payment details you entered are correct. 

10. For phone payments, please read the text shown in the blue box to the customer to obtain their verbal approval 
for the payment to be processed. Enter the customer’s Card Security Code (CVV) Number if payment is via a 
credit card. 

11. Click Confirm. This will bring up the Schedule Payment Successful page confirming the payment from the 
customer. 
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12. To print the payment information, click Print. 

Or to view the scheduled payment, click Check Payment Status. 

 

Note: This page contains the Confirmation Number you can provide to the customer prior to ending the phone 
call. 
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