
Step 1: Click on the link:

https://ipn4.paymentus.com/rotp/hrd
(Note: If you are a current employee, select Active 
Employee Benefits Payment)

Step 2: On Account Information page,

Under Payment Type dropdown, select Active 

Employee Benefits Payment.

Enter your Employee ID.

Select Continue.

Step 3: On the Enter Payment 
Information page,

Enter First Name, Last Name, Zip Code, and your 

Email (Personal email is preferred). Under Pay this 

Amount, enter FULL Billing statement amount.

Under Memo, enter Missed Paycheck Date from 

Billing Statement.

Under Benefit Payment, select only one of the 

Coverage Type that applies from Billing Statement.

Step 4: For Payment Date select Now,

Select Payment Method (Debit/Credit)

Enter your card information then select Continue.

Step 5: On the Confirm Payment 
page,

Agree to the Payment Authorization Terms by 

selecting the checkbox next to it. Verify information 

is correct.

Select Pay.
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Step 6: The Payment Receipt page 
displays confirmation that the 
payment was successful.

Step 7:  Send the Payment 
Confirmation Email received to .

If you have any questions or concerns about 
benefits, please feel free to contact us via email or 
phone (832-393-6000).

If you have any questions or concerns about 
benefits, please feel free to contact us:

Email: paybenefits@houstontx.gov

Phone: 832-393-6000

mailto:paybenefits@houstontx.gov



