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Setting Your Password 

1. Navigate to hub.paymerang.com, enter your email address, Click “Next”

2. Click “Forgot your password?”, enter email again and it will generate a password reset email delivered to
your inbox

Logging In 

1. Navigate to hub.paymerang.com, enter your email address, Click “Next”
2. Enter your newly set password
3. The system will display the last 3 digits of the user’s phone number.  You can click either “Text” or 

“Voice” to select how you would like their security code delivered. ** Note: Text functionality is only available to 
users who provided a mobile phone number.  Users who are associated with a direct dial landline will need to select “Voice” to 
receive their security code via phone call.
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Importing Your Payment File 
Into Payment Automation 

1. From the Active Import Section click on “Import Payments” either in the top right-hand corner or the
hyperlink under Active Imports

2. Either Click in the box to upload or drag the payment file into the box.

3. Click “View Payments” to expand the payments.
4. This step is asking you to confirm that this is the file you would like to create a batch with.  If this is the

incorrect file you can Click “Cancel Import”.
5. To proceed Click “Confirm Import”
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6. Click “Confirm” to save the import for batch creation later, or “Confirm and Create Batch” to create your batch.

Create Batch 
7. In the Create a Batch modal, select the check box next to the import(s) you’d like to add to your proposed batch.

8. The Proposed Batch will show your control totals as well as any exceptions (errors) that you will need to
manage. ** see page 7 to learn more about Managing Exceptions

9. Once your exceptions have been managed and all payments are in “Ready” status, the “Create Batch” button will
be blue, and you can create your batch.
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10. The system will confirm you have successfully created your batch! Click “View Batch Details”.

11. The “Batch Details” page shows your control totals, date, who initiated the batch, current status as well as
the payment breakdown. The Batch Details is downloadable to Excel or PDF.

12. Scroll down to the “Payments” section.  The arrows will expand the payments so you can view the remittance
information for the payment.

13. Click on the “Payment ID” to see the payment details page.
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Managing Exceptions 

Payment Amount Exceeded 
• Paymerang can disburse payments between $1 - $999,999.99.  Anything less than a dollar will need to be kept in

house.  Anything $1M or more will need to be split into payments less than $1M.
• To Resolve: Click Cancel under the Action column to cancel the payment from your batch.

No Vendor Exception 
• A “No Vendor Exception” means the vendor is not currently loaded into Paymerang.
• Click “Resolve” to open the Add Vendor modal.

• Complete the vendor address fields and Payment Specifications.  While not required, having a vendor’s
email address, telephone number and account number is very helpful for our Enrollment and Payments
teams.

  Required Fields Include: 
 Vendor Name
 Address
 City
 State
 Zip

• Click Save & Assign.  This runs the address through a USPS validation tool which will suggest any address
updates.  You can click “Continue with Suggested Address” to accept the changes or “Continue with Existing
Address” to add the vendor as you’ve entered it.
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Possible Duplicate 

• Paymerang will flag any payments as a potential duplicate that has been made to the same vendor, for the
same amount within the last 30 days.

• Click “Resolve”

• Click “Cancel Payment” if it is a duplicate or “Not a Duplicate” to add it to your batch.
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Approving and Canceling Batches 

• From the “Active Batch” section click on the batch number.

• From the “Batch Details” page you can review and either Approve or Cancel the batch.

Canceling Payments 

• To cancel a payment, Click on the Batch Number the payment is in.
• Click the “Payment ID”
• At the bottom of the Payment Details is the “Cancel Payment” button
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Global Search 

You can search payments and batches from the Global Search bar. 

Search Criteria: 
• Vendor Name
• Internal Vendor ID
• Paymerang Vendor ID
• Payment ID (Internal or Paymerang ID)
• Payment Amount
• Date Range (ex. 05-2021 for all May 2021 payments)

The Global Search will populate and display all results.  Search results are ordered newest to oldest.  
Click on the payment to see the Payment Details. 
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Reports 

Payment Status Report 

The Payment Status Report provides transparency through self-service reporting.  This report can be exported to 
excel for your records. 

Search Criteria: 
• Date Range

o Issued: populates payments that were issued within the selected date range
o Settled: populates only payments that were settled within the selected date 

range
• Status

o All
o Settled
o Outstanding
o Reissued
o Refund
o Partial Refund

• Method
o All
o Check
o Card
o ACH

Example:  To search for all outstanding checks in July.  Enter July date ranges under issued, Status: Outstanding, 
Method: Check 



 pg. 12 CONFIDENTIAL | ©PAYMERANG. 2021 ALL RIGHTS RESERVED 

Vendor Report 

The Vendor Report will return a list of all vendors loaded into Paymerang.  Click the arrow to expand the 
vendor.  This report can be exported to excel for your records. 

Daily Summary Report 

The Daily Summary Report will show all the payments disbursed as check, card or ACH on a given day. 

ACH Enrollment History Report 

The ACH Enrollment History Report gives visibility on the vendors who have either been invited or enrolled 
in ACH within a selected date range.  This report will allow you to view records for the past 90 days and can 
be exported to excel. 
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Support 

Support is available Monday – Friday 9-5 EST except for Federal Reserve Holidays.  Should you require additional 
assistance please reach out to Support@Paymerang.com or Customer Service at 1-877-680-7332. 

When opening a support case please include the Client Name and Product you are needing assistance with in 
the subject line. 

mailto:Support@Paymerang.com
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