
Advanced Customer Portal How To:

How To Make A Payment

Once you have logged in, you can either:

a. Click the “Make A Payment” button in 
the Balance Summary section of the 
dashboard. 

b. Click the “Make A Payment” link found 
in the site menu under Billing.

You will be asked to enter a Payment Date, 
Payment Amount, and Payment Method

Payment Date:

Enter or select the date you would like the 
payment to be processed.
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Payment Amount:

Select the amount you would like to pay 
toward your current balance.

Note: You have the options to pay the full 
balance or enter a custom payment amount.

Payment Method:

Select a saved payment method or add a 
new one to pay your balance.

If adding/entering a new payment method, 
once complete, click “Add Method” to use 
that method.

Payment Method Options:
a. Credit or Debit Account
b. Checking or Savings Account

Note: When adding or entering a payment 
method, the payment method is set to “Save 
for Future Use” by default. If you do not wish 
to save your payment method, be sure to 
uncheck this option before clicking “Add 
Method”.

Once you have supplied the necessary pay-
ment information, click “Continue” to view 
a transaction summary before completing 
the payment.
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Options:

Custom Amount:

Saved Payment Methods:

Add Payment Method:



After reviewing the transaction summary, click “Complete Payment” to finish the payment 
process.

If you need to change any of the payment options, click the “Edit” button to return to the 
previous screen. 

Once your transaction is complete you will 
receive a confirmation notice.
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