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1 Getting Started 

This comprehensive user guide is designed to assist you in maximizing the benefits of e-payment 

with Getzpay. Whether you're a seasoned user or just getting started in digital transactions, this guide will 

provide step-by-step instructions, helpful tips, and valuable insights to streamline your financial interactions 

and enhance your overall e-payment experience with Getz Healthcare Philippines. 

 

1.1 Account Registration 

1. To join GETZPAY, individuals wishing to sign up must provide their account name, contact person 

details, mobile number, and email address for enrollment. After enrollment, a confirmation email will 

be sent to the provided email address, completing the account registration process. 
a. Click the link to continue. 
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2. You need to set up a password. Once okay, click the Activate. 

 

 

 

 

 

 

 

 

 

 

 

 

3. You will receive a prompt confirming that your account has been successfully activated. 
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2 LOGIN 

Login using your registered email address and password. 

 

 

1.1 OTP Verification Code 

4. After successfully logging in, you will be prompted to enter an OTP code to verify your identity, click 

Verify to proceed. OTP will be received through the registered email address and mobile number. 

a. OTP is valid for only 2 minutes. Once expired, clicking the “Resend OTP” will generate 

another code. 
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1.2 Forgot Password 

1. Click Forgot Password on the Login Page. 

 

 
 

 

 

 

OTP via SMS OTP via Email 
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2. Enter Email Address then click Send Email. 

 

 
 

3. An email notification will be received. Click “Click here to reset your password” to proceed. 
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4. Set your password and follow the password criteria then click Save.  
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3 MENU BAR (NAVIGATION) 

The following describes the functionality of each menu in GETZPAY: 

a. Dashboard – homepage of GetzPay. 

b. E-STORE – provides a direct link to the online store of Getz Healthcare Philippines, allowing you to 

browse and order products. 

c. E-PAYMENT 

a. PAY MY BILLS – provides options to pay bills. 

b. MANAGE MY PAYMENT – view payment history and manage current payments. 

d. SOA – check your outstanding balance, invoices, or transaction history. 

e. FAQ – contains the most asked questions by customers. 

f. Contact Us – reach out to Getz Healthcare Philippines for payment inquiries, statement of account, 

and other concerns. 
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4 E-PAYMENT 

 

4.1 Available Payment Channels 

1. UB Online 
✓ Pay using your UnionBank Online account. 
✓ Currently available for individual/personal account holders. 
✓ No transaction limit. 

 
2. InstaPay 

✓ Pay using any of the InstaPay participating local  

banks or e-wallets via fund transfer. 

✓ ₱ 50,000.00 transaction limit applies. 

 

3. PCHC PayGate 

✓ Pay using any of the PCHC PayGate participating  

local banks. 

✓ No transaction amount limit. 

 

4.2 Pay My Bills 

Reminder: 

• The amount to pay should not be negative.  

 

• Grayed-out payables indicate that payables have already been processed. 
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A Payment Scenarios 

A1 Payables 

A.1.1 Pay bills with no deductions. 

1. Go to E-PAYMENT > PAY MY BILLS. 

 

2. Select filters then click Generate. 

✓ Date From – Start Date 

✓ Date To – End Date 

✓ AP Status 

i. All 

ii. Overdue 

iii. Current 

 

 

3. A list of Outstanding Accounts Payable will be displayed. Select a document that you want to pay for 

or include in your payment by clicking the checkbox on the left side of the section. 
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4. The total amount to pay will be automatically summed up based on the selected documents. Once 

okay, click Pay Now. 

✓ Select at least one document to proceed. 

✓ The amount to pay should not be negative. 
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5. Select the preferred payment method. 

 

 
6. You will be redirected to the white-label page (bank site) to complete your payment.  

 

7. Once done, upon redirection, you'll land on the Getzpay Manage My Payment page, where you can 

view your payment history.  

✓ Transactions will be visible in the list of payments, with PAN (Payment Advise Number) 

indicating the Getzpay payment, and the Bank Reference ID correlating to the transaction 

reference from your bank. 

✓ Clicking the  icon displays a comprehensive breakdown of payables and associated 

deductions linked to your transaction. 
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A.2 Deductions 

A.2.1 With CM and eligible for CWT. 

1. Go to E-PAYMENT > PAY MY BILLS. 

2. Select filters then click Generate. 

✓ Date From – Start Date 

✓ Date To – End Date 

✓ AP Status 

i. All 

ii. Overdue 

iii. Current 
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3. A list of Outstanding Accounts Payable will be displayed. Select documents that you want to pay for 

or include in your payment by clicking the checkbox on the left side of the section. 

 

4. Upon selecting a document, if it meets the eligibility criteria for Creditable Withholding Tax (CWT), it 

will be automatically added to the deduction section. Click Pay Now. 

 

5. Select the preferred payment method. 
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6. You will be redirected to the white-label page (bank site) to complete the payment.  

 
7. Once done, upon redirection, you'll land on the Getzpay Manage My Payment page, where you can 

view your payment history.  

✓ Transactions will be visible in the list of payments, with PAN (Payment Advise Number) 

indicating the Getzpay payment, and the Bank Reference ID correlating to the transaction 

reference from your bank. 

 
 

✓ Clicking the  icon displays a comprehensive breakdown of payables and associated 

deductions linked to your transaction. 
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A.2.2 With Voucher Code 

1. Go to E-PAYMENT > PAY MY BILLS. 

 

2. Select filters then click Generate. 

✓ Date From – Start Date 

✓ Date To – End Date 

✓ AP Status 

i. All 

ii. Overdue 

iii. Current 

 

3. A list of Outstanding Accounts Payable will be displayed. Select a document that you want to pay 

for or include in your payment by clicking the checkbox on the left side of the section. 
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4. Click the  icon to add a voucher code. A new row will seamlessly integrate into the Voucher 

Section, allowing you to input both the Amount of Claims and the corresponding Voucher Code. 

(Reference). 

a. Clicking the   icon will remove the deduction. 

 

b. To ensure accurate processing, the provided voucher code must be valid. Any attempt to 

input an invalid voucher code will result in the deduction process being halted. 

c. The Amount of Claims will be deducted from the total Amount to Pay. 
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5. Select the preferred payment method. 

 

6. You will be redirected to the white-label page (bank site) to complete the payment.  

 

7. Once done, upon redirection, you'll land on the Getzpay Manage My Payment page, where you can 

view your payment history.  

a. Transactions will be visible in the list of payments, with PAN (Payment Advise Number) 

indicating the Getzpay payment, and the Bank Reference ID correlating to the transaction 

reference from your bank. 

b. Clicking the  icon displays a comprehensive breakdown of payables and associated 

deductions linked to your transaction. 
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B MANAGE MY PAYMENT 

 

B.1 View Payment History 

1. Go to E-PAYMENT > MANAGE MY PAYMENTS. 

 

2. Select Filters then click Generate. 

✓ Status 

o All 

o Pending 

o Processed 

o Rejected 

o Cancelled 

✓ Date From – Payment Start Date 

✓ Date To – Payment End Date 
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B.2 Payment Status 

✓ PAN (Payment Advise Number) – Getzpay transaction ID. 

✓ Bank Reference ID – transaction reference ID from the bank. 

 

B.2.1 Processed Payment 

Processed payments encompass those transactions that have been completed and verified. 

 

B.2.2 Pending Payment 

Pending payments denote transactions currently in the queue for processing. Failure to complete processing 

within the same day will result in automatic rejection of the transaction on the subsequent day. 

 

B.2.3 Rejected Payment 

Rejected payments are transactions that the bank has declined or refused, typically due to issues such as 

insufficient funds, incorrect account details, security concerns, etc. 

✓ Click the  icon to cancel the payment. 

✓ Click the  icon to reprocess the payment. 

o Reprocessing the payment won’t allow you to change the payment method or payment 

amount. 

 

B.2.4 Cancelled Payment 

Cancelled payments are revoked by the user. 
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5 STATEMENT OF ACCOUNT 

1. Go to SOA. 

 

2. Select filters then click Generate. 

• Date From 

• Date To 

• Type 

o All 

o Adjustments 

o Returned Check 

o Invoice Non-Trade 

o Payment 

o Invoice 

o Post Dated Check 

o Credit Memo 

• Invoice Status 

o All  

o Open 

o Closed 

• AP Status 

o All 

o Current 

o Overdue 
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8. SOA can be exported to PDF or Excel.  

 


