
EFS eManager Quick Reference Guide

Log In – First-time User Instructions

1. Go to https://www.efsllc.com
2. Hover over ‘Choose Login Area’ in upper right hand corner and click ‘eManager’ from the drop-down menu
3. Enter your Carrier ID
4. Enter your PASSWORD
5. Click ‘Logon’
6. Enter your email address in the box under ‘Email Address’
7. Enter a Secure Entry Code on the keypad (5 - 8 digits)
8. Click ‘Submit’
9. Re-enter your email address
10. Re-enter the same Secure Entry Code
11. Click ‘Submit’

You are now logged into eManager.

REMEMBER: Passwords are Case Sensitive

Manage Cards
Go to ‘Select Program’ > ‘Manage Cards’ > ‘View/Update Cards’

Activate a Card
Under ‘Card Status’, set the card to ‘Active’
Select ‘SAVE’

Inactivate a Card
Under ‘Card Status’, set the card to ‘Inactive’
Select ‘SAVE’

Add Prompts/Validations to a Card
Click ‘Add Prompt’ on the middle left side of the screen
Select the prompt to be entered (ex: Unit Number)
Select the validation of the policy (ex: Exact Match)
Enter the Value (ex: 1234)
Add additional information until all values are established

**Note: If prompt needs to be added to ALL cards, follow the same process outlined above, but go to ‘Manage
Policies’ from the ‘Select Program’ menu in the upper right of the screen.

To ‘Edit’ or ‘Delete’ card prompts, select the ‘EDIT’ or ‘DELETE’ buttons to the right of the ‘Value’.



Add Limits to a Card
Hover over ‘Limits’ along top of screen
Select ‘Update Limits’
Select ‘Add Limit’
From list, select Limit to be added, then ‘next’
Add amount and hours – for example, if adding a Cash Advance, it may be $100 every 48 hours

**Note: If limit needs to be added to ALL cards, follow same process outlined above, but go to ‘Manage Policies’ from
Select Program in upper right.

Add a Cash Advance on Card – ‘One-Time Cash’
Go to ‘Select Program’ > ‘Cash Advance’

Select the card by clicking on the card number
The ‘Add One-Time Cash’ screen displays
Enter the amount for the cash advance and any other reference numbers (‘10’ and ’10.00’ are both equal to $10.00)
Select ‘ADD CASH’
To remove cash, the same steps are followed; however, at the bottom select ‘REMOVE CASH’

EFS MoneyCodes®
Go to ‘Select Program’ > ‘MoneyCodes’ > ‘Issue MoneyCode’

Enter the amount of the MoneyCode (’10.00’ is ten dollars)
Enter name in ‘Issue To’
Enter any applicable notes
Select ‘ISSUE MONEYCODE’
The Money Transfer Code will display at the top of the screen. The MoneyCode number is ten digits. Verify the
identity of the caller to be certain the authorized user is receiving the code.

Reports and Exports
Go to ‘Select Program’ > ‘Reports/Exports’
All reports/exports are available through this link and most are available in PDF or Excel. The most common report is the
‘Transaction Report’.

To pull a transaction report,
Enter dates for the desired report
Enter your search/match by parameters (if any)
Hit ‘Submit’

IMPORTANT CONTACT INFORMATION

EFS Customer Service: 888.824.7378, prompt ‘2’
IVR (Interactive Voice Response): 888.824.7378


















