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Notice of Credit Card Processing Fee Effective on Payments 
Made Starting 9/1/2023 

If You Are Already Enrolled in Autopay and Want to Update Your Payment Method 

To change your payment method for autopay, you must contact our Accounts Receivable team to 
initiate the process. This can be done by either of the below options: 

1) Email ar@emds.com or call 855-653-5011 and request a link to update your autopay payment 
method. Please reference your Customer ID (which can be found at the top right of an invoice), 
or a prior invoice number so we can locate your account. 
 

a. CGM will then reply with an email that includes a website link which takes you to our 
standard payment page. You will notice under ‘Order Information’ that the Amount is ‘0 
USD’.  This is expected.

 
 

b. Complete the PERSONAL INFORMATION section.  Be sure to use the correct Email and 
Company name that matches what CGM has on our records and which you can also find 
in a prior invoice.  Then keep scrolling down to enter your new payment method 
information.  At the bottom of the screen please make sure you check the “Sign up for 
Autopay” box.   

Next click ‘Pay’. This triggers a $0.00 test authorization against your payment method 
and save it to use for future invoices. 

 

 

https://www.cgm.com/us
mailto:ar@emds.com
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2) Call us at 855-653-5011 to have an AR rep update your payment method with you over the 
phone. 

 

If You are Not Enrolled in Autopay and Want to Sign-up 

If you are not enrolled in autopay, you have the option to enroll any time you make a payment on one of 
your invoices. Open the payment link we include on your invoice and in the email to process your 
payment. Once you’ve entered your payment method information, check the “Sign up for Autopay” box 
and click Pay. 

This will simultaneously process the payment for your invoice and also save your payment method to be 
automatically charged for all future invoices. Please note, any invoices issued prior to enrolling in 
autopay will not be automatically charged. You must still initiate payment for these invoices yourself. 

If you do not currently have any open invoices/payment links but still want to enroll in autopay, please 
use the first set of instructions above to contact CGM’s Accounts Receivable team to receive a $0 
payment link.  
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