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Introduction  
 
The Plan is implementing an electronic-payment process (E-Pay) for private passenger applications submitted through the 
electronic application submission process.   In addition to this new electronic payment feature, producers who utilize e-pay 
will no longer be required to mail these applications to the Plan office but must submit applications electronically, which 
will provide greater convenience and expedite the assignment process. 
 
E-Pay provides producers with two new options to send deposit premium electronically to the Plan.  These options 
include: 

• Producer Sweep (ACH bank transfer from producer’s account, no fee associated) 

• Credit/Debit Card (accepts AMEX, Discover, Mastercard & Visa, convenience fee associated) 
 
Implementation of the electronic payment process is outlined in the Plan Manual as part of Plan Procedures for 
applications submitted through the electronic application submission process (EASi).  
 
Note: Pennsylvania only has Credit/Debit Card option available at this time. 

New Electronic Payment Options: 

Option 1: Producer Sweep 
 
Producers wishing to use this E-Pay option are required to pre-register their bank account (in EASi) from which the Plan 
will sweep the deposit premium.  The Automated Clearing House (ACH) network will be the delivery system provider for 
this electronic transaction.  The Plan does not charge any fees back to the producer to register for or use producer 
sweep.  The producer should check with their banking institution to determine if it charges for this ACH service. 
 
Producers will be notified of their Producer Sweep eligibility when logging into the Electronic Application Submission 
Interface (EASi) website.  Detailed instructions for e-Pay Producer Sweep Registration can be found on pages 3-4 of this 
guide.    
 
Producers will only need to register once, per Plan to use Producer Sweep.  AIPSO, on behalf of the Plan, will “sweep” 
the producer’s account for the deposit premium and forward it to the service provider.   
 
 
Option 2: Credit/Debit Card  
 
Applicants will have the option to use a credit/debit card to pay for their deposit premium.  The Plan has partnered with 

ACI Payments for the processing of credits and debit cards who charges a convenience fee per application for their 

service.  This convenience fee is a separate processing charge and is not part of the deposit premium.  Once the 

application is submitted, the credit/debit card is charged immediately, and producers must scan and upload or fax the 

signed application within 2 business days along with the signed Credit/Debit Card Payment Authorization and Receipt 

form to the Plan.    
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Producer Sweep Electronic Payment Option 
 

To use the Producer Sweep E-Pay option, Producers licensed to transact automobile insurance in the state must register 
with the Plan to submit private passenger applications electronically on the EASi website (https://easi.aipso.com/).  

 
Once the producer logs into the site they need to do the following: 
 

• Select the “EPay Registration” link. 
 

 
 

• This will bring up the Producer Sweep Registration page. 

• Producers must self-register their bank account information in advance to allow time for a pre-note process to run 
that verifies the banking information you entered, by sending a $0 ACH transaction to your account.  This pre-note 
process takes approximately 7 days. 

• Producer needs to complete all fields with their bank’s checking account information. Don’t forget to check the 
authorization box. 

• Producer selects “Update.”  Producer can also print the page for their records. 

• A confirmation message will be displayed if entry is successful. 

• Producer Sweep Status will show as “Pending”.  The account information will now go through the pre-note process.  
Producer can check back in 5-7 business days to see if registration is successful (Status=Registered). 

• If after 7 business days the registration status is “Failed” or still “Pending”, contact the Plan.  
 

 
The following are potential statuses that may appear: 
 
Producer Sweep Status Descriptions 

 

• Unregistered  

• Pending (pre-note is in process) 

• Registered 

• Failed (pre-note transaction was unsuccessful) 

• Revoked (producer submitted request to revoke their E-Pay eligibility and remove their account information) 

• Expired (bank notified us that account is closed) 
 
 
 
 
 

https://easi.aipso.com/
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NOTE:  Producers can update the registration information at any time by accessing the same E-Pay registration link in 
EASi.  The effective date field is on the screen only when updating information.  For the initial registration, the system sets 
the effective date.  For an updated registration, the producer needs to provide a date of when to switch over from the 
current account to the new account, and that date has to be at least 7 days in the future to allow time for the pre-note 
process.  Once you have updated your information, your status will change to “Pending” for the updated information to go 
through the pre-note process.   
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• Once registered the producer will be able to choose “ePay – Producer Sweep” option from the drop-down box at the 
“Payment Submitted” section of the electronic application process. 

 

 

NOTE: Deposit Premium payments can only be paid with one type of payment method.  

 

New “Payment Submitted” field is being added.  
Dropdown values for Payment Submitted may include:  

• Check or Money Order  

• ePay – Producer Sweep 

• Credit/Debit Card 

 
Please go to Page 12 to see next steps regarding instructions for scanning/uploading and faxing of documents. 
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Credit/Debit Card Electronic Payment Option 
 
Dropdown values for Payment Submitted may include:  

• Check or Money Order  

• ePay – Producer Sweep 

• Credit/Debit Card 

 
A new field has been added that allows you to select Credit/Debit Card as your payment type. 
 

 

 

NOTE: Deposit Premium payments can only be paid with one type of payment method.  
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If you choose Credit/Debit Card, when you click Submit you will be brought to ACI Payments, Inc. third-party website.   
 
 

 
 
 
The Payment information screen will appear, you will see the deposit payment amount you selected on the prior screen.  
Enter the requested information and Continue. 
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On the Payer Information screen, you will see that the applicant information you entered in EASi will be pre-populated 
here.  In addition, you will be required to enter that applicant’s email address, which will allow ACI Payments, Inc. to send 
the applicant an electronic receipt for this transaction.   
 

 
 
After completing the information requested, you will review and Submit your payment.  
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After you have reviewed and submitted your payment, the screen below will appear.  In order to successfully complete 
your transaction, you must click Continue.    
 
Note: The application payment and service fee will appear on the applicant’s credit card statement as 2 separate line 
items.  Make sure the applicant is aware of this when reviewing their credit card statement.  The fee amount will vary 
based on the State you are doing business in.  
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After you click Continue, the page will load, please note this may take a few seconds.  Once your payment has been 
successfully submitted, the below screen will appear.   

 

 
Please go to Page 12 to see next steps regarding instructions for scanning/uploading and faxing of documents. 
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Instructions for Scanning/Uploading and Faxing of Documents 
 

After completing the application and payment in the Electronic Application Submission Interface, you will arrive at the 
EASi Application Details screen.  Because you have used an electronic payment method to complete the application, you 
must transmit the application using one of the 2 electronic delivery methods shown below. 

• Upload Scanned Documents 

• Print Fax Cover Page 
 

 

 
 
Follow steps 1, 2 and 3 for either method. Print the application, make sure to sign the application, and scan along with any 
required documents and store to your computer. YOU MUST UPLOAD THE SIGNED APPLICATION WITHIN 2 
BUSINESS DAYS.  
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Using the Upload Scanned Document option:  
 

 
 
Note that we accept document types of JPEG, JPG and PDF, and the file size limit is 10 MB.  If the producer has multiple 
files to send, that is allowed.   
 
Once the file or files have been selected, they will automatically upload in EASi.  You will see a success or failure 
message in the Upload Scanned Document section. 
 

 
 
 
 EASi displays Electronically Delivered Documents in real time at the bottom of the Application Details screen. 

 
 
Uploaded documents can be viewed and printed, or marked as deleted, using the icons on the right side of this screen.  A 
file can also be undeleted based on the producer’s needs, by clicking the circular arrow symbol.  
 
 

 
 
 
The producer has now completed the application process by electronically transmitting all necessary documents using 
Upload Scanned Document. 
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Using the Print Fax Cover Page option will open a barcoded Plan specific Fax Cover Page which you will print and send 
in with the application and all supporting documents. Faxed documents will also display under Electronically Delivered 
Documents, but not in real time.  Faxed documents are picked up in a cyclical process, so it may take up to 30 minutes 
for the producer to see what they have faxed.  This is the reason we identify uploading as the preferred method. 
 

 
 
When you select Print Fax Cover Page, the cover page will pre-populate with the electronic fax number and application 
information you have entered in EASi.  You will also see a barcode at the top right of the cover page for use in identifying 
the specific application that is being faxed. The cover page should only be used to transmit the signed application and 
supporting documents for the specific application printed on this page. 
Note: Make sure when transmitting the Fax, that this unique cover page is the first page of the package, or the 
application will not be received and processed in a timely manner.  
 
Fax Cover Page:  

 
 
FAX Your Application & Documents 
Once your application has been submitted using E-Pay, you will be instructed to FAX the signed application with the 
required documents. 
 
Do not fax to the Plan’s office fax number. 
 
It is advised to print and retain any failed fax messages you may receive in the event verification is needed. 
 
View Assignment Letter on EASi Website 
When the Plan receives the EASi E-Pay application with all required documents it will be entered into the assignment 
system and processed.  Once assigned to the service provider, the Assignment Notice can be viewed by clicking the View 
Assignment Details link on the EASi Application Details page.  
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E-PAY Problems 
 
NSF (Insufficient or Uncollected Funds) 
If the initial attempt to sweep the producer’s account for Producer Sweep is not successful for any reason (insufficient funds, 
uncollected funds, account closed, etc.) the following will occur: 
 

• Producer Sweep 
The Plan will not sweep the producer’s registered account again.  The Plan will notify the producer immediately by 
phone and/or E-mail to have a replacement check sent to the Plan within 24 hours.  The replacement check should 
be made payable to the Plan.  Producers need to maintain both a valid E-mail address and contact phone number 
with the Plan if using E-Pay. (Note: This does not apply to the New York Plan.) 

 
Producer privileges and possibly electronic application submission access will be suspended until the funds are 
replaced.  Additionally, producers will be placed on certified check requirement pursuant to the Plan Manual when 
valid NSF transactions occur. 
 

 
Questionable or Invalid E-PAY Transactions 

Notify the Plan as soon as you discover a problem with an E-Pay transaction.  Please provide the following information: 
 
1. Your name, address, and license number. 
2. The payment method was a Producer Sweep. 
3. A brief description of the error or electronic transfer in question and an explanation of why you believe it is in error or 

why you need more information. 
4. If applicable, a copy of the electronic application associated with the electronic transfer in question.  Make sure that 

the electronic application reference number appears on the copy of the application and that it is legible. 
5. The exact dollar amount of the suspected error. 
 
The Plan will investigate your issue, determine whether an error occurred, and respond back to you as soon as possible.  If 
an error occurred, the Plan will help to correct the error promptly.  
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Frequently Asked Questions  
 
1. How will the Plan identify an E-PAY application? 

The producer will indicate the application is E-Pay during the electronic application submission process. The 
Producer Sweep or Credit/Debit Card indicator will display on the first page of the application in the Office Use Only 
Box where the applicant information is displayed.   

 
2. Can deposit premium on a given application be sent via both check and E-Pay? 

No. The producer cannot split the deposit premium using E-PAY and a paper check.  
 

3. What if my insured changes their mind and I have already submitted the E-Pay application? 
If the Plan has not yet assigned the electronic application, you can retract it by clicking the “Retract” link on the 
electronic application website. Applications that are paid using Producer Sweep will not have any money swept from 
the producer’s account.  Applications that are paid using credit/debit transaction will be returned to the applicant’s 
credit/debit account pursuant to approved Plan procedures.  ACI Payments, Inc. will issue a reversal when notified of 
the retraction by the Plan.  The insured/3rd party credit/debit card statement will reflect separate reversals for the 
deposit premium, the Plan AIP will be listed as the merchant for the deposit premium reversal and ACI Payments, 
Inc. will be listed as the vendor for the convenience fee reversal.   
 
If you have already faxed or uploaded the E-PAY application with required documents to the Plan and/or it is being 
processed, the Plan will not be able to stop the application from being assigned to the service provider. The 
producer/insured will need to contact the service provider to cancel the policy. 
 

4. How will the Plan know how much money to charge? 
The producer will select the payment method option. The producer will then indicate the deposit amount in the 
deposit premium field during the application process which will be recorded in EASi.  The deposit amount authorized 
by the producer will be charged during the electronic payment process.  
 

5. If the first attempt to sweep funds from the producer’s account is unsuccessful, who initiates the second 
attempt? 
The Plan will not re-sweep the producer’s registered account.  The Plan will notify the producer immediately by 
phone and/or E-mail to have a replacement check sent to the Plan within 24 hours.  The replacement check should 
be made payable to the Plan.   

 
6. Will the money be swept from the producer per application or in a lump sum? 

Money will be swept in a lump sum from the producer’s account for all applications.  This means that if there is an 
issue with the deposit premium on one application, it will affect others.  For example, if you submit 5 applications 
on one day, and the total for the 5 deposits equals $2,500 and your account has only $2,400 available, the 
total sweep will be rejected, and all 5 applications will be deemed to have dishonored payments.  

 
7. How will we identify E-Pay transactions on our bank statements? 

All banks have slightly different formats, but you should be able to recognize AIPSO-(State Plan AIP) in the credit 
entries.    

 
8. What if I change my E-Pay account? 

To change your account, you must “click” the “update” button on the E-Pay registration page and then update your 
account information for the new account.  Click the “revoke” button on that same page to revoke or close your current 
account.  You must remember however, that the processing will take a few days.  You must leave sufficient funds in 
your existing account to cover any E-Pay transaction already submitted. 

 
9. If I have several office locations, can I use the same E-PAY account? 

Yes!  Producers with more than one office location may use the same Electronic Funds Transfer (EFT) bank account 
or use different accounts.  Producers will have to register each office location separately in EASi. 
 

10. What is the “convenience” fee for the credit/debit card option?  
The convenience fee is the cost charged by ACI Payments, Inc. for processing the credit/debit card payment 
transaction.  The Plan has partnered with ACI Payments for the processing of credit and debit cards who charges a 
convenience fee per application for their service.  The convenience fee is separate and apart from the premium 
payment and will be clearly indicated on the applicant’s/cardholder’s credit card statement.  Please note, the 
convenience fee amount will vary based on the State you are doing business in.  
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11. Can parents use their credit/debit card to pay on behalf of their children? 
Yes. A parent or guardian may use their credit/debit card on behalf of their child.  The credit cardholder must be 
present at the time of the transaction and must sign the Credit/Debit Card Payment Authorization and Receipt Form. 

 
12. What data security measures are in place? 

AIPSO has a comprehensive security plan in place, including encrypted transactions, physical security measures, 
electronic security systems, and procedural controls.  All data transferred between AIPSO and the payment vendor, 
ACH will be encrypted using 128-bit SSL. 

 
13. Will the Plan monitor for abuses of this program? 

Yes. The Plan monitors for dishonored transactions and where no application is received. In each case the Plan will 
attempt to resolve the matter. If the producer does not comply, the carrier will be notified, and the policy may be subject 
to cancellation. The producer will be subject to penalties, which may include certified check requirement, suspending 
access to the electronic application submission process and potential referral to the Plan’s Review Panel for disciplinary 
action.  
 

14. When I faxed the application and required documents, I received a failed fax message.  What do I do if this 
happens? 
It is advised to re-fax everything again.  If the fax still does not work, contact the Plan office immediately.  
 

15. Are producers still allowed to submit applications using check or money order? 
Yes, producers can submit applications with check or money order. Please remember to mail the applications to the 
address on the application. You cannot upload or fax these applications.  Please keep in mind, applications submitted 
via mail will have a longer processing time.   
 

16. How long does a producer have before the application is uploaded? 
Producers have 2 business days from the electronic transmission of the application to upload the application to the 
Plan. 

 
Getting Answers  
 
For questions on the E-Pay process, including any electronic application submission process questions, contact the Plan 
directly via email or phone during business hours.  For technical questions, please contact Web Support, available 
Monday-Friday from 9:00 AM until 5:00 PM (ET), toll free – 888-424-0026 or local 401-429-1567.   
 
 


