
 Quick Reference Guide:  
                                            Customer Invoice Payment using ePAS 

 This document provides the steps to follow in order make an online payment using the 
ePAS system. 

1.  An email will be sent to the email address(es) that was listed on the page when submitting 
the quarterly sales report. 
 
 
From the email, you can access the ePAS online payment system by 1 of 3 ways. 

1) Click on link in attached invoice 
2) Click on first link in email 
3) Click on second link in email 
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2.  Once you click on the payment link, you will be taken to the payment system landing page.  You can 

select to pay one or more invoices from the screen by selecting the  next to the invoice. 

The total of the invoice(s) will be displayed as the total.  
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3.  
1. Click on the  button to continue with payment. A list of all the selected 

invoices will be displayed.  
a) If needed, click on the   button to remove the selected invoice and go back 

to the initial list of pending invoices. 

b) To add additional invoices, click on  button.  You will be taken 
back to the list of pending invoices.  You can select any additional ones that have not 
been selected. 

c) To continue with payment, click on the  button.  
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4.  Select how to make the payment.  

By default, ‘Pay as Guest’ is selected. 

• Select ‘Pay as Guest’, so that your payment information is not stored in the payment system 
for any further payments in the future. 

• Select ‘Log In’ to create an account.  This will allow you to save your payment 
method/details for paying invoices in the future. 
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5.  Select the payment method. 

By default, Check is selected. 

• Select Debit/Credit card to process a debit or credit card payment 

• Select eCheck to make a payment by check.  

Enter your payment information. 

Agree to Terms and Conditions 

Complete ReCAPTCHA. 

Click payment button  
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6.  If email address is entered, an email confirmation will be sent to the email address. 
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7.  End of process. 

 


