
How to Use Your PSN 
Account Management 
Center (AMC)
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AMC Login
You must have an administrator in your company set you up as a user before you can log into the 
AMC. Your administrator decides what functions you can do in the AMC. 

Once you are set up, go to www.PaymentServiceNetwork.com and click on Business Client Login

There are 3 types of users. Ask the 
administrator which one you are:

• READER: Can only view their own info, 
change their password, and view online 
reports

• PROCESSOR: View info, change 
passwords, request reports, and make 
payments

• ADMINISTRATOR: Can do everything 
readers and processors can do plus 
provide refunds, set up new users, and 
receive PSN service notifications

http://www.paymentservicenetwork.com/
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AMC Login
To login, enter your Account ID, User ID, and your password (provided by your administrator). 
If you forget your password, use the “Click here” feature. 

To make future log ins quicker, we recommend bookmarking this page in your browser: 
https://www.paymentservicenetwork.com/ClientLogin.aspx

https://www.paymentservicenetwork.com/ClientLogin.aspx


AMC Quick Links
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Getting Around via Quick Links

Click “Return to Quick Links” to 
navigate back from any page

Use Quick Links to navigate to the 
most frequently used functions

Check here to verify the 
Account ID you’re viewing
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Getting Around via Quick Links

Payment Management

Viewing Reports

Administration

Your PSN Contact



Real-Time Payments 
Reports
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Viewing Real-Time Payments

Click “View Real-Time Customer 
Payments” from Quick Links
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Viewing Real-Time Payments

Select your date range

Use the “Search by” dropdown to 
narrow your results
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Viewing Real-Time Payments

Use these buttons to 
download or print a report

Sort your results by clicking on 
the field names

Reminder: you can 
verify the Account ID 
you’re viewing here
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Viewing Real-Time Payments

Reminder: you can 
verify the Account ID 
you’re viewing here

Use Filter Options to view 
additional reports with the 

same search criteria



Blocking a Payer
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Blocking a Payer

Click “Block a Payer” from Quick 
Links 
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Blocking a Payer

To block a new payer, click “Add Block for a Payer” 
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Blocking a Payer

From the pop-up, select the criteria to use to locate 
the payer you’d like to block (Name/Customer ID, 

checking or savings account number, or credit card 
number) 
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Blocking a Payer

Enter your search criteria

Check the box next to the customer 
you’d like to block

Select the payment method 
you’ll allow and click “Block 

access for selected customer” 
to complete your block

Note: “Set Block Payment Method” 
will let you specify the payment 
method you’ll allow. For example, if 
you select “credit only,” the 
blocked customer will only be able 
to make a payment by credit card. 
You can also select “All Methods” 
to block all payment methods for 
the selected customer. 



Making a Payment
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Making a Payment

Click “Make Immediate Payment” 
from Quick Links 
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Making a Payment

To make a payment on behalf of a 
customer, enter their name or account 

number and click “Search”
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Making a Payment

Verify the customer’s name and email address

If the customer has a saved payment method, it will appear 
here

If the customer does not have a saved payment method, you 
can enter a new method here

Enter the payment amount (convenience fees will 
automatically calculate, if applicable) and date to be paid

Click “Continue” to confirm your payment
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Making a Payment

Review all information, enter credit card verification number 
(if applicable), and hit “Submit Payment” to complete the 

payment



Back Office AutoPay
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Back Office AutoPayments

Click “Setup/Change Auto-Pays” 
under Payment Tools
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Back Office AutoPay

Click on “Add New Auto-Pay” to create a 
new Back Office AutoPayment
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Back Office AutoPay

Enter the customer’s first and last name (if 
you don’t know their account number)

Note: You do not need to fill out the full names to see search results. Once you’ve 
located the correct customer from the search results, click “Select” to continue. 
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Back Office AutoPay

Enter the customer’s payment type and 
payment information

And choose a start date for the AutoPay

Note: Do not enter an end date until you know when that customer will be leaving that property
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Back Office AutoPay

Choose to either pay the balance in full or 
enter a specific payment amount

Once you’ve completed all required 
information, click “Continue” 

Note: By choosing “Pay Balance in Full,” the system will draw on the file sent from your 
software nightly or every other night. It depends on the uploading of the “Customer File” 
that you send. For best results, we recommending sending a file daily to the PSN system 
from your software. 

You can also choose a specific amount to draw each month (this would be up to the utility 
to decide). This amount would be drawn monthly – not what the software states. 
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Back Office AutoPay

Choose to either pay the balance in full or 
enter a specific payment amount

Once you’ve completed all required 
information, click “Continue” 

Note: By choosing “Pay Balance in Full,” the system will draw on the file sent from your 
software nightly or every other night. It depends on the uploading of the “Customer File” 
that you send. For best results, we recommending sending a file daily to the PSN system 
from your software. 

You can also choose a specific amount to draw each month (this would be up to the utility 
to decide). This amount would be drawn monthly – not what the software states. 
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Back Office AutoPay

Review all information for accuracy

Once reviewed, enter the CVV number (if 
applicable) and click “Submit Payment” 
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Back Office AutoPay

You’ll see the below “success” message when you’ve successfully set up a Back Office AutoPay. 

You’ll be able to view all active AutoPayments on the Setup/Change Auto-Pay” page (this page 
defaults to viewing Back Office AutoPayments). 

Note: If the AutoPayment was created in the Back Office feature, the customer will need to contact the 
office to make any changes. Customers do not have access to make these changes from their PSN 

profile page. 



Managing Email 
Notifications
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Updating Email Notifications

Click “Change Your Email 
Notifications” 
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Updating Email Notifications: Adding New User

To add a new user, click 
“Add New User”

Note: only admins 
will be able to add 
new users
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Updating Email Notifications: Adding New User

Fill out user information, select their role, 
enter your login information, and click 

“Save”

Role options: 

• Reader: Can only view 
information

• Processor: Can view 
information and take 
payments

• Admin: Can view info, take 
payments, provide refunds, 
and add new users



Confidential & Proprietary © 2023 35

Updating Email Notifications: Emailed Reports

To update email notification settings, 
check the box next to a user and click 

“User Options” 
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Updating Email Notifications: Emailed Reports

Choose the frequency from the 
dropdown next to the report you’d like 

the user you selected to receive

Click “Save Changes” 



More Information
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More Functions in the Tabs Menu
Each tab in this navigation bar has 

an additional dropdown menu

• Account Management: Update Account Information, 
Upload/Download Files, Logo Review, and more 

• Payment Tracker: View Real-time Payments, View Deposits, View 
Payment Histories, and more

• Reports: View registered customers, Manage eBills, and more

• Payment Tools: Make Payments on Behalf of Customers, 
Setup/Change AutoPay, and more

• Support: Ticket Center, FAQs, and more



Confidential & Proprietary © 2023 39

Getting Assistance

Click “Online Ticketing” to submit a 
ticket for support
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Getting Assistance

Click “Create New Ticket” 
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Getting Assistance

Fill out all required fields and click 
“Save” to submit your ticket

Note: Please be as 
specific as possible in 
the Ticket Details 
section when 
describing an issue
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