
 

 

Income Continuation Insurance (ICI) ACH Payment Process 

General Information 

Special Notes 

Step-by-Step Instructions (Text Only) 

Step-by-Step Instructions with Visuals  
 

General Information 

This portal will provide employers with the ability to transmit ICI Reports to ETF and make payment through the 

Automated Clearing House (ACH) method. If an employer uses WISMART, you will continue to make your premium 

payment using that process. 

 
 Special Notes  
 

 The individual accessing the Income Continuation Insurance Payment system must obtain security clearance by 
submitting the Online Network for Employers Security Agreement, form ET-8928.  

 

 The application requires your Web browser to have cookies enabled and JavaScript on.  
 

 For additional assistance, please call the Employer Communication Center: (608) 264-7900  or 1 (888) 681-3952  
  



 

 

 
Step-by-Step Instructions (Text Only) 
 
1) Enter the Online Network for Employers (ONE) Portal 

2) Select the “Income Continuation Insurance Payment” link. 

3) The “ETF Web Application Logon” screen will appear. 

4) Type your User ID. 

5) Press the “Tab” key. 

6) Type your password. 

7) Click “Log In” 

8) Type your seven-digit employer number. 

9) Click the “Submit” button. 

10) The “Group Income Continuation Insurance Monthly Premium Report” screen will appear. 

11) Complete the following fields for the Regular ICI row:  

a) Contracts 

b) Total Premium 

c) Employee Paid 

12) Complete the following fields for the Supplemental ICI row:  

a) Contracts 

b) Employee Paid 

13) Click the “Calculate” button to populate the “Premium Due” field. 

a) Proof the entries on the screen     

b) A correction can be made by clicking the "clear" button and repeating steps 11 and 12 if needed 

14) Click the “Make Payment” button.  

a) Click the “Confirm” button to submit the premium report and go to the USBank web site to complete the 

payment process.   

15) The “Electronic Payment System” screen includes three options: 

a) Registered User Log In – Use this if you have gone through the steps to register your payment information. 

b) Register – If you would prefer that the system retain the payment method and source to use for future payment, 

this will create a user name and password for future access. 

c) Pay Without Registering – This process does not retain the payment source and contact information. 

NOTE: The steps below follow the “Payment Without Registering” option as it encompasses all of the 

information that would be entered to register a new account. 

16) Click the “Pay Without Registering” button. 

17) The “Make a Payment” screen will appear showing the payment amount due and due date. 



 

 

18) The “Scheduled Payment Date” field will default to the first available pay date. 

a) Change the “Scheduled Payment Date” to the date you want the payment to be made.   

b) IMPORTANT: If you select a payment date after the due date, interest will be assessed due to the late payment. 

19) Click “Continue”. 

20) The electronic payment (Bank Account Information)screen has five mandatory fields:  

a) Bank Routing Number: Enter the nine-digit routing number located on the bottom of the check. 

b) Bank Account Number: Enter the six-digit account number located to the left of the routing number. 

c) Re-Enter the Bank Account Number: Enter the six-digit account number located to the left of the routing 

number.  This information is re-entered for verification and accuracy. 

d) Bank Account Type: Select the correct type of account by clicking on the circle to the left of “Checking” or 

“Savings”. 

e) Is this a business account?: Click on the circle to the left of “Yes”. 

21) Click “Continue”. 

22) The “Contact Information” screen has nine mandatory contact fields.  Type your contact information in each 

mandatory field. 

23) If you would like the payment system to retain your payment method and contact information, complete the 

“Become a registered user” section. 

24) Click “Continue”. 

25) The “Verify Payment” screen will show the payment and contact information to verify it is correct before processing 

the payment and has one mandatory field: 

a) Terms of use – click the box to accept the terms. 

26) Click “Continue”. 

27) The “Electronic Insurance Payment” screen will appear to confirm that the payment has been processed.  

28) Click on “Back to ETF” to return to the ONE Portal. 

  



 

 

 

Step-by-Step Instructions with Visuals 
 

 

 

  

Click here 

to begin. 



 

 

 

  

Type your User ID and Password 



 

 

 
 

 
  

Type your employer number 

and click the Submit button 



 

 

 
 
 

 

 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

Complete these 

fields and click 

the “Calculate” 

button below. 

Click here to continue 

to the ACH payment 

screens through 

USBank. 



 

 

 
 

 
 

  

If not 

registered, 

click here to 

make a 

payment 

If registered, type your User 

ID and Password 



 

 

 
 
 

 

  

Click to continue to 

the “Bank Account 

Information” screen  

 

Change to the payment 

date you would prefer 

to make the payment. 

 



 

 

 

 
 

 
 

  

Click to continue to the 

Contact Information screen 

Click on Yes 

Click on type of account 

Type the 6-digit account 

number (must match) 

Type the 9-digit routing number 



 

 

 
 

 
  

Complete all required fields (*) 

with contact information 

OPTIONAL: To register, 

complete this section. 

Click to continue to the 

Very Payment screen 



 

 

 
 

 
 

  

Verify that all the 

information is correct 

and click the “I Accept” 

box in the Terms and 

Conditions 



 

 

 
 

 

Click to return to the ONE Portal 


