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How to Use Express Pay 
Quick Reference

This quick reference shows you how to use Express Pay to pay a bill. 

INFORMATION NEEDED TO PAY A BILL 

When making the initial/first down payment on a New Business or Renewal Quote, use the 
8-digit Quote Number in the Quote/Policy Number field on the Express Pay form.  After the
initial down payment is made, use the 9-digit policy number. For example:

• To pay an initial New Business Down Payment, you must use the 8-digit Quote
Number:

o Found on Quote Proposal sent to Insured
o Found on Quote Proposal in History section in eServices

Accounts|Policy Snapshot (Paper Icon with Q) (Agent Only)
o If there is no Quote Proposal Paper Icon, Agent must call Chesapeake

Employers to retrieve quote number from Billing (Agent Only)

• To pay an initial Renewal Down Payment, you must use the 8-digit Quote Number:
o Found on Quote Proposal sent to Insured
o Found on Quote Proposal in History section in eServices

Accounts|Policy Snapshot (Paper Icon with Q) (Agent Only)
o If there is no Quote Proposal Paper Icon, Agent must call Chesapeake

Employers to retrieve quote number from Billing (Agent Only)

• To pay a Regular Installment after an initial down payment has been made, you must
use the 9-digit Policy Number. The policy number is seven digits long with a two-digit
term suffix indicating the term of the policy. For example:

276896500     00 indicates a new policy 
276896503     03 indicates third renewal 

o Found on Premium Invoice sent to Insured
o Found in eServices on the Policy screen

Click on Where is This? to see examples on where to find Quote numbers and Policy 
numbers. 
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ACCESSING AND USING EXPRESS PAY  

1 
 

To access Express Pay on the Chesapeake Employers’ website, select the EXPRESS PAY option 
from the QUICK TOOLS menu OR select Manage Your Policy from the Policy & Coverage 
menu. 

 
 

Note: Express Pay does not support the IE (Internet Explorer) web browser for making 
payments via credit card. If you are using the IE browser when you open Express Pay, you will 
receive the following message and will only be able to pay via EFT:  
 

 
 

If you would like to use the credit card function in Express Pay, you will need to exit and use a 
different browser (for example Edge, Chrome, or Firefox) to access the Chesapeake Employers’ 
website and reopen Express Pay. 
 

 
 
 
 

1 
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On the Express Pay screen: 

• If paying a New Business Quote or a Renewal Quote, enter your 8-digit Quote number 
in the QUOTE/POLICY NUMBER field. 

• If paying on a Policy, enter your 9-digit Policy number in the QUOTE/POLICY NUMBER 
field. 

• Enter the effective date of the Policy or Quote in the POLICY EFFECTIVE DATE field.  

• Click the I’m not a robot check box and follow any instructions for reCAPTCHA. 

• Click the Next button.  

 

Note: To help you locate your Quote or Policy number, as well as Policy effective date, click on 
the Where is This links. You can also click on the plus signs (+) under Common Questions to 
obtain helpful information about Express Pay. 
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TO PAY BY EFT USING A BANK ACCOUNT 
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To pay using your bank account, select the Bank Account option. 

• If you want to pay your current policy term installment amount (which does not include 
any prior policy term past due amounts as a result of audits or non-payments), select the 
Pay premium due option. 

• If you want to pay the total amount remaining on your current policy term (which does 
not include any prior policy term past due amounts as a result of audits or non-
payments), select the Pay current term total balance option. 

• If you want to pay a specific amount of your choice, select the Pay another amount 
option and enter the amount in the box. 

• Enter the required information in the fields on the screen. 
Note: Click the blue information icons for help completing the screen. 

• Click the BACK button if you need to fix any previous information entered. 

• Click the NEXT button to proceed to the next screen.  
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Review the information you have entered: 

• If the information is correct, click the blue Terms and Conditions link and read the 
information. After reading the information, select the I have read and agree to the 
following check box and click the SUBMIT PAYMENT button. 

• If the information is not correct, click the BACK button to go back and fix any errors.  
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After submitting the information, the following confirmation message will display: 

• If you would like to print the confirmation message, select the PRINT & DOWNLOAD 
button. 

• If you are finished with the transaction, click the THANKS I’M DONE button.  
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You will receive the following confirmation email to the email address you provided: 
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TO PAY BY CREDIT CARD 
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To pay using a credit card, select the Credit Card option. 

• If you want to pay your current policy term installment amount (which does not include 
any prior policy term past due amounts as a result of audits or non-payments), select the 
Pay premium due option. 

• If you want to pay the total amount remaining on your current policy term (which does 
not include any prior policy term past due amounts as a result of audits or non-
payments), select the Pay current term total balance option. 

• If you want to pay a specific amount of your choice, select the Pay another amount 
option and enter the amount in the box. 

• Click the BACK button if you need to fix any previous information entered. 

• Click the NEXT button to go to the next screen.  
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Enter the required information on the screen that displays and click the Pay button to submit 
your information or Cancel button to discard the transaction.  
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After submitting the information, the following confirmation message will display: 

• If you would like to print the confirmation message, select the PRINT & DOWNLOAD 
button. 

• If you are finished with the transaction, click the THANKS I’M DONE button.  
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A confirmation email will be sent to the email address you provided.  
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