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LANDING PAGE
When logging into the Online Invoice and Payment Center website, you will be directed to a page with two 
options:
 
Registered Users – Log in
	 • Registered Users who have forgotten their User Name can request assistance by 

clicking on Forgot User Name.
	 • Registered Users who have forgotten their Password can request assistance by 

clicking on Forgot Password.

Not Registered? Register Now
	 • Register for access to the Online Invoice and Payment Center by clicking Register.

NEW USER ACCOUNT REGISTRATION

•	 Biller Code - four digit code located on the bottom left corner of your invoice.

•	 Customer Number - a six-seven digit number located in the Remittance Section on your invoice.

•	 Enrollment Token - a unique eight digit code located on the bottom left corner of your invoice.

•	 User Name - a user name selected by you.  Must be at least three characters.
•	 Password - selected passwords must be at least 7 characters and include a Number and an upper case letter.
•	 Password Question - select a challenge question from the list.
•	 Password Answer - enter your answer to the challenge question from above.
•	 Email Address – enter an email address that will be associated with your account. This must be a valid email address, 

as a validation email will be sent to this address.
•	 Terms and Conditions - terms and conditions of the site must be accepted prior to registering.

All sections of the registration 
form must be completed, including 
accepting the terms and conditions 
of the Online Invoice and Payment 
Center.

Complete Registration Form
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Registration Confirmation

Once you click Register, you will receive an online notification that registration was completed successfully.

Activation E-Mail

You will receive an activation e-mail with a link to complete your enrollment process.

You are required to click the link “Click here to activate” from your email. If you do not click the link, your account 
will not be activated. If you attempt to log in before activating your account, you will get the error message “Invalid 
Login Attempt”.

Account Activation

After clicking the link provided in the email, you will receive the following message indicating that your account was 
successfully activated.

TIP: We recommend clicking “Return to Home Page” and bookmarking the page for future reference.

At any time during the registration process or if you cannot locate the activation email, please contact the Customer 
Service phone number shown on your invoice.

By registering for this online account you are consenting to receive invoices electronically and paper invoices will no 
longer be mailed to you.
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If you have forgotten your user name, click the Forgot User Name link below the log in button. 

Enter your Biller Code (found on the bottom left corner of your invoice). 

Enter your Customer Number (found on the top right corner of your invoice).

You will be presented with a confirmation screen indicating that the User Name has been emailed to the email address 
on file.  You will receive an email providing your User Name.

REGISTERED USER LOG IN

To login to your account, simply enter your user name and password at the landing page and click Log In.
 You will be redirected to the Online Invoice and Payment Center home page with your account summary.

Logging Into Your Account

Forgot User Name
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If you have forgotten your Password, click the Forgot Password link below the Log In button.
Enter your User Name and click Submit.

You will then be presented with your challenge question that you chose when registering to use the site.
Enter the answer to your challenge question and click Submit.  The system will generate a temporary password that will 
be emailed to the email address on file.

You will receive your temporary password in an email.
Click the link provided in your email and enter your User Name and Temporary Password.  Upon logging into the 
Online Invoice and Payment Center, you will be required to change your password.

Enter the Temporary Password from the email and setup a new password.  Your password must be at least 7 characters 
and include a Number and an upper case letter.

Enter a valid new password and click OK. You will receive confirmation of the password change and may now return to 
the Home Page to login.

Forgot Password
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WEBSITE NAVIGATION

The menu bar is accessible from all pages and is located on the left hand side of the screen. 

Menu Bar

Account Summary: 
Statement History: 

Settings:

Make a Payment:
Payment History:

Payment Accounts:
User Guide:

Change of Address 
Form:

Returns you to the home page
Review your invoices for the past twelve (12) months
Allows you to update your email address and change what email 
notifications you get from the Online Invoice and Payment Center
Schedule payments on your account
Review payments posted to your account
Setup a bank account to make payments
Online Payment Portal user guide
Change of Address Form is necessary to change your physical, billing 
or equipment addresses 

Each of these areas will be described more in their sections later in this user guide.

Upon logging in to the Online Invoice and Payment Center, the site brings you to the Account Summary page by default.

Account Summary

On the Account Details page, you will find the following details about your account:

Account Details

Customer Number: 
Account Name: 

Invoice Number:
Configure Autopay:

Autopay Status:
View Statement:

The Customer Number assigned to your account.
The legal name reflected on your account.
The most recent invoice number generated on your account.
Allows you to setup recurring AutoPay payments that are 
automatically scheduled based on your due date.
Yes means AutoPay is enabled; No means AutoPay is not enabled.
Allows you to view your most recent invoice.  Additional invoice 
history is available on the Statement History page.
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By clicking the arrow to left of your Customer Number, you can expand the section to show a list of your active 
Contracts.  For each contract, the site will show:

Contract Details

Contract Number: 
Invoice Description: 

Balance Date:
Due Date:

Scheduled Payment:
Amount Paid:
Amount Due:

The unique contract number assigned to that lease or loan.
The description of the equipment as shown on your invoice.
The date of the last invoice or of the last payment, whichever is more current.
The due date of the balance due on that contract.
The amount of any scheduled future payments.
The amount of previous payments against the last invoice balance. 
The balance due on that contract as of the last invoice or the last payment date, 
whichever is more current.

Storage of all invoices that have been generated on your account for the past twelve (12) months under the Statement 
History.

Statement History

Customer Number: 
Invoice Date: 

Amount:
Due Date:

Invoice Number:
Account Name:

Billing Address:
View:

The customer number assigned to your account.
The date the invoice was generated.
The amount of the invoice at the time it was generated.
The due date of the invoice.
The unique invoice number of the invoice.
The legal name reflected on your account.
The address that invoice would be mailed to if electronic invoice was not enabled.
The link to access a PDF copy of the invoice.

On the Statement History Page, the following details are provided:

The Statement History page allows for filtering to quickly locate the information you are seeking.  In any of the filter 
boxes, you can enter data to filter the results.  For example, if you know the exact invoice number you are looking for, 
you can simply enter that invoice number into the box under Invoice Number to filter the results to that specific invoice.

The Settings page allows you to update your Online Invoice and Payment Center account settings.

Settings
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To update your email address, click on Edit Contact Information.  

Enter your new email address, enter your account password, and hit submit.

You will receive a Change Email Address confirmation.
This activity will generate an email confirmation to the new email address on the account.  You are required to click the 
link “Click here to activate” in the email sent to your account.  If this is not clicked, any future email notifications will not 
be successfully sent to the new email address.

This activity will also generate an email confirmation to the previous email address on your account to ensure no one is 
fraudulently accessing your account information.

Update Email Address
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By registering for your online account, you have agreed to receive your invoices electronically. In the event that you 
want to receive paper invoices, select the radio button next to Send Paper Bills and click update.

Paperless Billing Settings

In this section, you can enable or disable email notifications based on the type of notification.

Notification Settings

Account Details Changed:

Payment Account 
Changed:

Payment Made:

Payment Failed: 
Payment Cancelled:

Paperless Setting Changed:
AutoPay Setting Changed:

This notification is sent anytime a change is made to your accounts through the Online 
Invoice and Payment Center.
This notification is sent anytime a payment change is made to your account, such as adding or 
deleting an account from your Payment Accounts.
A notification is sent anytime a payment is made or scheduled.  It is important to recognize 
that if your account is on AutoPay, you will receive a confirmation on the date that the 
payment is scheduled by the AutoPay system.
This notification is sent anytime a payment fails verification through the system.
This notification is sent anytime a payment is cancelled, either by the user or by the system.  
The system may cancel a scheduled payment because the amount due has already been paid.
This notification is sent anytime a change is made to the Paperless Billing Settings to your 
account.
This notification is sent anytime a change is made to your AutoPay configuration.

In this section, you can change your password.  To complete this request, you will need to enter your current password 
and enter a new password.  Passwords must be at least 7 characters and include a number and an upper case letter.

Change Password
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PAYMENTS
The make a payment function can be reached either by selecting the tab on the left menu bar or by clicking the button on 
the Account Summary screen.

In order to make a payment, you must have a Payment Account setup in the Online Invoice and Payment Center. Add a 
bank account on the payment account tab.

Otherwise, you will get a warning indicating “No payment accounts are available”.  You can reach the Payment Accounts 
setup functionality either by selecting that tab on the left menu bar or by clicking the “Click here to manage your 
Payment Accounts” hyperlink provided.

Payment Account Setup

Once you have a Payment Account setup, you will have the option to make a same day payment or to schedule a 
payment for a future date.

Scheduling a Payment

1. Select the Payment Account that you wish to utilize to make the payment.  

2. Select the Payment Date that you wish to make the payment on.  This date can be any date from today into the future.  
	
	 Note: No payments are processed on weekends or banking holidays.  Additionally, all payments submitted after 2:00 

PM EST will be processed on the next business day.

3. Select the contract(s) to remit payment to by using the radio buttons in the first column.
4. Confirm the Amount to Pay in the amount to pay box on the right.  Please note that you cannot enter an amount 

greater than the amount due for each specific invoice, but you can select an amount less than the amount due.

5. Confirm the Total Payments Amount that results from the contracts selected.  This is the amount of the total 
payment you are entering.
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6. Click Next.  If any amount is past the due date, a notice indicating that a late fee may incur by making the selected 
payment after its due date.

7. Acknowledge the potential for late fees or change your payment date for your scheduled payment. Click Next.

8. Acknowledge your agreement with the Payment Terms and Conditions and then click Confirm.

9. Payment Confirmation is provided to confirm the same day payment.  If this payment was a scheduled payment for a 
future date, no confirmation number would appear.

The Payment History section provides a list of all payments remitted on your account.  This list includes payments that 
were processed through the Online Invoice and Payment Center, as well as other direct payment methods.

Payment History

Customer Number:
Payment Date:

Amount:
Payment Account: 

Status:
Authorization Code:

Mode:

The Customer Number assigned to your account.
The date the payment was posted to your account.
The amount of the payment.
The account used to make payment with. This is only available if the payment was made on 
the Online Invoice and Payment Center.
The shows if a payment was approved or rejected for any reason after it was submitted. 
The system generated information relating to your payment.  This is only available if the 
payment was made on the Online Invoice and Payment Center.
This indicates whether the payment was processed through the Online Invoice and Payment 
Portal (User) or if it was processed via an outside system or any other payment directly 
remitted to your finance company (Import).

Clicking on the arrow to the left of the customer number on each payment allows you to see  which invoices and/or 
contracts the payment was applied to.

Additionally, the Payment History section allows you to export all payments to Excel.  To do this, click the Export button 
on the bottom left of the Payment History box.  This will open up the payments in Excel.
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The payment accounts section provides for entry of your bank account information, which is necessary in order to make 
or schedule a payment or to configure AutoPay.

Payment Accounts

To add a new payment account, click Add Payment Account.  This will generate a pop-up window within your browser 
to add a bank account.

Adding a Payment Account

Nickname:

Account Holder Name:
Account Type: 

Routing / Transit Number:
Account Number:

Name you choose that assists you in remembering which bank account you have registered.  
Note: The bank account number will be hidden once you add the account, so the Nickname is 
helpful in allowing you to remember what account you are utilizing.
Enter the exact name as it appears on your bank account.
Select whether the account is a checking or savings account.
Enter the nine (9) digit routing number for your bank.  
Enter the account number for your bank account that you are registering to make payments with.

After inputting the information, click Add Payment Account.  The system will attempt to verify that the information you 
entered is valid.  You will receive a confirmation indicating that the payment account has been added.

When you close the Add Payment Account pop-up, the system will take you to the Payment Accounts screen.  You will now 
see the account that was just added.

You can now either return to Make a Payment or add additional accounts.  They system allows you to have multiple payment 
accounts.  Each time you schedule a payment or setup AutoPay, you will need to select the corresponding payment account.

Routing 
Number

Account
 Number
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In order to make changes to the payment account, you must delete the existing account information and then Add 
Payment Account with the correct information.

To delete your payment account, choose the payment account from the list and select the Delete hyperlink next to that 
account. You will be presented with a confirmation screen confirming that you want to delete the requested payment 
account.

 
By clicking Delete, the account will be deleted from the Online Invoice and Payment Center. The account will no longer 
appear on the Payment Accounts page.

Editing a Payment Account

CHANGE OF ADDRESS
To change the billing, shipping or equipment location address, fill out the Change of Address form located here. The 
form must be signed by the authorized signor on your account prior to returning it to customer service.

For assistance with the Change of Address Form, please contact Customer Service.

For assistance with your account or with the site, please contact Customer Service.  
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