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STEPS TO ENTER PAYMENT 
 
Click on “Sign In” located at the top right hand corner of the screen to log into the WRC website. 
 

 
 
Enter your log in credentials.  
 

 
 
Highlight the WRC Agency tab located on the top right hand corner of the screen. 
 

 
 
Click on “Bill Pay” located at the top right hand corner of the screen above the WRC Agency tab. 
 

 
 
If you are logging into “Bill Pay” for the first time, you will need to register for the User ID and Password. 
Please refer to instructions at the end of this manual on how to set up the registered user account.   To 
register, click on the “REGISTER” link and fill out the necessary credentials.  To make a one-time 
payment without registering, click on “PAY WITHOUT REGISTERING”. If you already have registered, 
enter the User ID and Password and click on “LOG IN” 
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On the next screen select the payment method. If making an automatic withdrawal (ACH) payment, 
select the “eCheck” option. If making a payment with Credit/Debit card, select this option.  Click 
“Continue” after making the selection. 
 

 
 
The subsequent sections discuss: 

• ECHECK PAYMENT PROCESS   
• CREDIT/DEBIT CARD PAYMENT PROCESS 

 

ECHECK PAYMENT PROCESS 
 
Enter the following information on the next screen: 

• Payment Amount 
• Insured Name 
• Quote/Policy Number 

 
Click “Continue” to proceed to the next screen. 
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On the next screen enter the Bank Account Information and click “Continue” 
Bank Routing Number:  Follow the instructions on the screen to find the bank routing number on your 
check. 
Bank Account Number: Follow the instructions on the screen to find the bank account number on your 
check. 
Re-Enter Bank Account Number 
Bank Account Type: Select the bank account type. 
Is this a business account: Select “Yes” or “No” to answer this question. 
 

 
 
On the next screen enter the contact information. The fields labeled in bold and that has a red asterisk 
are required. If you are not a registered user, you can use the “Become a Registered User” window to 
sign up for an account. This window will not be visible if you are a registered user.  
 

 
 



WRC Agency Bill Pay Instructions - ©WRC Group Page 5 
 

On the payment confirmation screen, review the payment information. Check the “I accept the Terms 
and Conditions” box and click on “Confirm” to complete the payment process. A confirmation will be 
sent to you via email if you have entered the address in contact information. A sample verification 
screen is shown below. 
 

 
 
Print the confirmation page that displays after the payment is confirmed. A sample confirmation page is 
displayed below. 
 
SAMPLE CONFIRMATION PAGE 
 

 
 



WRC Agency Bill Pay Instructions - ©WRC Group Page 6 
 

SAMPLE EMAIL CONFIRMATION 
 
*** PLEASE DO NOT RESPOND TO THIS EMAIL *** 
 
Thank you for your payment. 
 
This email is to confirm your payment submitted on Nov-16-2012 for WRC Agency ? Premium Payment. 
 
Confirmation Number: WRAWRA000001013 
Payment Amount: $10.00 
Scheduled Payment Date: Nov-19-2012 
Insured Name: TEST 
Quote Number: 1234 
 
Account Nickname: N/A 
Routing Transit Number: 075000022 
Account Number: XXXXXXXXXXXXXXX2345 
Account Type: Checking 
Account Category: Business 
 
If you have questions about this payment or need assistance, please  call Customer Service at (800)329-
7020. 
 
Thank you for using the WRC Agency - electronic payment system. 
 
  
Next Section – Instructions to enter credit/debit card payment. 
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CREDIT/DEBIT CARD PAYMENT PROCESS 
 

Log into your account and select Credit/Debit Card option 
 

 
 
Enter the following information on the next screen: 

• Payment Amount 
• Insured Name 
• Quote/Policy Number 

 
Click “Continue” to proceed to the next screen. 
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On the next screen select the Credit/Debit card Type from the drop down menu and enter the remaining 
information related to the account and billing address. Click “Continue” to get to the contact 
information screen. 
 

 
 
On the next screen enter the contact information of the payer. If the contact address is the same as the 
billing address, select “Use my Billing Address as my Contact Address” field (as displayed below). If the 
contact address is not same as the billing address, select “Use the address entered below as my Contact 
Address” and enter the information in the fields provided.  
Enter the following information: 

• First Name  
• Last Name 
• Phone Number 

 
The field names highlighted in bold are mandatory and should be completed before proceeding to the 
next screen. If you are not a registered user, you can fill out the required information in the “Become a 
registered user” field to process the same. 
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On the next screen verify the payment information, enter the “Credit/Debit Card Security Code”, and 
select “Confirm”. If you want to receive a confirmation via email, enter the email address in the field 
provided. 
 

 
 
SAMPLE PAYMENT CONFIRMATION 
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SAMPLE EMAIL CONFIRMATION 
 
*** PLEASE DO NOT RESPOND TO THIS EMAIL *** 
 
Thank you for your payment. 
 
This email is to confirm your payment submitted on Nov-16-2012 for WRC Agency ? Premium Payment. 
 
Confirmation Number: WRAWRA000001014 
Payment Amount: $20.00 
Scheduled Payment Date: Nov-16-2012 
Insured Name: test 
Quote Number: 3456 
 
Payer Name: test data 
Credit Card Number: XXXXXXXXXXXXXXX0018 
Credit Card Type: VISA 
Approval Code: N/A 
 
Merchant: WRC Agency 
Website: www.thewrcgroup.com/wrcagency 
 
If you have questions about this payment or need assistance, please  call Customer Service at (800)329-
7020. 
 
Thank you for using the WRC Agency - electronic payment system. 
  

http://www.thewrcgroup.com/wrcagency
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STEPS TO SET UP A REGISTERED USER ACCOUNT 
 
On the log in screen select “Register” 
 

 
 
Enter the necessary information on the next screen. All fields that are bolded and have a red asterisk are 
mandatory. Hit the “Submit” tab to complete the registration process. 
 

 
 
The next screen will display a message indicating the registration is complete. You will also receive a 
confirmation in email if you submitted the email address when filling out the registration information.  
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MAIN MENU OPTIONS 
 
The following options are available on the main menu. The description by each tab explains the use of 
each function. Please refer to the screen below for more information on the main menu selections. 
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