
 

How to Pay Invoices (when logged in): 

Making a one-time payment 

• From the main page, click on Open Invoices. 

 
• You will see all open invoices.  

Your payment portal email account must be the one associated with receiving 
invoices to see open invoices. 



 
• To make a payment for one invoice, click on Pay this invoice. 

 
• You will then see invoice details with a download icon to obtain a copy of the invoice 

and your two payment options. 
• Select your payment option, ACH or credit card. 



 

 
• Enter payment details. 
• Press the green Pay button at the bottom of the form. You cannot overpay invoices, 

but you can underpay them by changing the amount at the top of the form. 
• A payment confirmation number will pop up and you will receive an email 

confirmation. 

 



 
 
 
 

 

 

 

Paying multiple invoices with one payment 

• From the main page, click on Open Invoices. 

 
• You will see all open invoices.  

Your payment portal email account must be the one associated with receiving 
invoices to see open invoices. 



 
• Select Add to the batch queue for each invoice you want to pay and then click on 

Pay at the bottom to open the payment screen. 

 
• The invoices you choose to pay are listed on the left and the total amount at the top. 



 
• Enter payment details. 
• Press the green Pay button at the bottom of the form. You cannot underpay the total 

of the invoices when batch paying, you must pay the entire amount.  
• A payment confirmation number will pop up, and you will also be emailed a 

payment confirmation.  
 

 

 
 
 
 
 
 



How to Pay Invoices (while not logged in) 

• You do not have to login to your account to pay invoices. 
• Click on the link in the email you receive with your current invoice. 

 
• It’ll bring you straight to the payment page, but you will not be logged in. 

 
• Enter your payment details and click the green Pay button. It’ll send a payment 

confirmation to the email you enter on the payment page.  
• Anyone with the payment link can make payments, however, only the email 

associated with accounts payable for your company will be able to set up a profile, 
schedule auto payments, and view outstanding invoices.  
 


