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MAKING A PAYMENT

Once the Binder has been issued, you will have the opportunity to make a 
payment on behalf of the insured or direct the insured to the Orchid Payment 
Portal to process on their own.

First, we will look at the steps you would follow to make the payment.
From the screen, select “Post A Payment For This Policy”.
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It will bring you to a page that shows the pending invoice outlined in blue.
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Select the invoice by clicking on the box. The box will become blue and the 
radio buttons for the payment methods will be activated. Select the payment 
method by clicking the corresponding radio button.

4 Once a payment method is selected, a 
window will open for you to complete your 
payment.

The option to split a payment between 
two cards has been added. You can also 
select “Edit” to adjust the amount.

NOTE: There is an additional fee added by 
the processing vendor for payments made 
with credit or debit cards.
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After entering your ACH or credit 
card information, you will see 
this screen showing the payment 
amount, processing fee (if any), 
and total payment. Select “Pay 
$5,622.07” to proceed with 
payment or “Go Back” to choose 
another method.
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After your payment has been 
processed, you will have the 
option to email, print, or download 
a copy of your receipt.

NOTE: Once the window is closed, 
there is no way to retrieve your 
receipt.
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Once the payment has been posted, the status will change to “Issued” and the 
amount due will show $0.00.

Your receipt will look like this.
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If the insured prefers to make the payment themselves through Orchid’s 
Payment Portal, they will need the policy number and the invoice number.

9

The insured will select the payment method by clicking the radio button.

NOTE: There is an additional fee added by the processing vendor for payments 
made with credit or debit cards.
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After entering their credit card information, 
the insured will see this screen showing 
the payment amount, processing fee (if 
any), and total payment. Select “Pay” to 
proceed with payment or “Go Back” to 
choose another method.
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11
If paying by credit or debit card, the insured 
will be able to split the payment between 
two cards by selecting the button. To make 
the payment on one card select “Review”.
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After their payment has been 
processed, they will have the 
option to email, print, or download 
a copy of your receipt.

NOTE: Please advise the insured 
that once the window is closed, 
there is no way to retrieve their 
receipt.
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Their receipt will look like this.
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DASHBOARD
1

Selecting “Dashboard” from the top toolbar allows you to search Submissions 
and Policies using the submission number, policy number, or insured’s name. 
You can change the display to show the number of items to search, the time 
frame it was created, or processing status. Please note that there may be 
many pages to scroll through.
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Once you have entered your criteria, click the search button on the right to 
conduct your search. When you have located the policy or submission, click 
anywhere in the row to select the policy.
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After selecting a policy, you will be directed to the policy information page. Here 
you will be able to view payments or look at open invoices by selecting “View 
Payments”, or initiate a new endorsement by selecting “New Endorsement”. 
Any endorsements that have already been processed will appear in the 
Endorsements section. Coverage and policy details are displayed under the 
Endorsements section.
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The Documents section at the bottom of the page will list all documents 
associated with the policy. Selecting any of the hyperlinks will open that 
document for your review.


