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Member instructions to manage your account
Step-by-step instructions to help members opted in to the program perform account 
management tasks on the Medicare Prescription Payment Plan portal, including:

page 1	 –	View monthly invoices

page 3	–	Make a one-time payment

page 5	–	Set up monthly auto-pay

page 8	–	View payment history

page 9	–	Opt out of the program

VIEW MONTHLY INVOICES

Medicare Prescription Payment Plan Portal

Click the “Invoice” tab from 
top navigation bar

OR

Click “Pay Now” in the 
Current Invoice box located 
on the homepage.
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To view copies of past 
invoices, click the PDF icon.

Icons in the top right of the 
invoice allow you to save  
and download copies for 
your personal records.
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MAKE A ONE-TIME PAYMENT

If you have several months’ 
worth of invoices, use the 
Advanced Search to narrow 
your results. You can search 
by the invoice bill date, 
payment due date, payment 
status (paid or unpaid), or 
invoice number. 

After choosing your filters, 
click “Apply”.

Click the “Invoice” tab from 
top navigation bar

OR

Click “Pay Now” in the 
Current Invoice box located 
on the homepage.
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To make a one-time 
payment, click the  
“Pay Now” button.

A new window will appear. 
Follow the prompts 
on Instamed, a secure 
healthcare patient portal for 
bill payment. Add your email 
address and click “Next”.

Choose your payment 
method, enter your credit/
debit card or bank account 
information. Click “Next”.
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SET UP MONTHLY AUTO-PAY

You can set up automatic payments to have your monthly invoice amount deducted 
from your selected payment method.  To ensure your payment processes on time, set 
up Autopay BEFORE the 14th of the month. 

Click the “Invoice” tab from 
top navigation bar

OR

Click “Pay Now” in the 
Current Invoice box located 
on the homepage.

Review information and click 
“Confirm” to finalize your 
payment.
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Click “Manage Auto Pay”.

A new window will appear. 
Follow the prompts on 
Instamed.

Click the plus sign to add a 
“New Automatic Payment”.
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Select your payment method 
and enter your credit/
debit card or bank account 
information. Provide your 
email address and click 
“Next”.
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VIEW PAYMENT HISTORY

Review the information and 
click I agree to the Payment 
Terms and Authorization. 
Select “Confirm” to finish 
setting up recurring 
payments.

To review your previous 
payment transactions, 
click on the “Payments” 
tab located in the the top 
navigation bar

OR

Select “View Payment 
History” from the Payments 
box on the homepage.
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OPT OUT OF THE PROGRAM

If you decide this payment plan is not right for you, you can opt out at any time and pay 
the pharmacy directly for your prescriptions. Keep in mind you will still be responsible 
for any outstanding balance.  

To download your payment 
history, click “Export” and 
choose your preferred 
format (PDF, CSV or Excel) 
from the drop-down menu.

Click the “Opt-Out” tab from 
the top navigation bar

OR

Select the “Opt-Out” button 
from the homepage, in 
the Medicare Prescription 
Payment Opt Status section.
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You will receive confirmation that you've opted out of the payment program by email or 
mail, depending on your communication preferences.

Enter the effective date and 
click “Submit”.

Please note, the Authorized 
Rep Details should only be 
completed if someone other 
than the member is filling 
out the form.

Validate your opt-out 
request by clicking “Yes”.

A new window will appear 
with a confirmation 
message.


