
How to make a payment on your RBI Account 
 

1.) Sign in to the rbicorp.com website with your Username and Password. 
 

2.) Next, click on your name, then select “My Account” 
 

 
 
 

3.) From the LH menu, select “Make a payment” 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 



4.) Link will re-direct to the Payment screen. (If you do not get redirected to this screen, see step 4a, 4b, 4c.) 

 
 
 

4a.) If you are redirected to the Change Your Password screen, follow the password requirements and update  
       your password, then select the “Submit” button to proceed. 
 
 Note: You will be directed to this screen the first time you attempt to make a payment. You will only have to perform this task one time.

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
4b.) If you receive the” User was not found in the EBizCharge system” error message, contact 
RBI at rwhite@rbicorp.com or accountingdepartment@rbicorp.com or 804-550-2210 ex 1148 for assistance. 
 
 

 
 
 
 

 
5.) Select Invoices to pay (1), Enter amount to pay (2) for each invoice. 

 
                 Note: Any discounts indicated on your statement must be subtracted from each invoice payment amount 
 

 
 
 
 
 



6.) If you have available credits that you wish to apply toward your payment, select the “Select credit(s) to 
apply tab. 

 

 
 

7.) Select the Credit Invoices you wish to apply toward your payment. 
 

 
 

8.) Next scroll to bottom of the page and populate payment information (Payments can be made via Credit 
card or Bank account)  
 

       Note: 
 

 



 
9.) If you have a Saved Card or Bank Account on File, you can select either tab and select “Pay Now” button. 

 
 
 
 
      If you have submitted a payment, advance to step 13. 
 
 
 
 

10.) If you do not have a saved Credit Card or Bank Account information, you can add either by selecting “New 
Card” or “New bank Account” 

 

   
 
 
 

11.) For new card, populate fields for “Card Number”, “Billing Zip / Postal Code”, “Name on Card”, “Billing 
Address”,” Expiration Date and Year”, and “Security Code”, then select the “Pay Now” button. 
 

 

 
 
 
 
 



12.) For new Bank Account, populate “Account Holder Name”, “Bank Routing Number”, Account Type”, and 
“Bank Account Number”. Select the Terms and Conditions check box, then select the “Pay Now” button. 

 

 
 
 

13.) Following submission, you will receive an e-mail receipt from email address…… support@ebizcharge.com 
 

 
 
 
 
 
 

END OF PROCESS 


