Customer Portal
Login
The login page is the way for customers to access the online portal. The URL for the customer
portal can be accessed at https://www.payfabric.com/customerportal/landings#/account/login.

Step 1: Register for the Customer Portal
If the Association has an email address on file for your non‐Assessment account, you will
receive an email notification as shown below, to register for the Customer Portal.

Step 2: Create Account
You can create an account by clicking:
https://www.payfabric.com/customerportal/landings#/account/login, and select
Create an Account.

Step 3: Customer ID
You will be required to enter your Customer ID, which can be found on your billing
statement at the top right‐hand corner labeled Account: (highlighted below). After
providing your Customer ID, the User Registration email will be sent to the email
address associated with the customer record. From the email, the customer will be able
to click a link to direct them to a page to create their User Name and password.

Step 4: Welcome to our Customer Portal
You will receive an email with the link to login to your customer portal when the
registration is complete and successful.

Step 5: Login Screen
Below is the login screen that you will enter the User Name and Password that
you created during the registration process.

Forgot User Name
Users who have forgotten their User Name can click the ‘Forgot your User Name?’
link to be taken to a page to request their User Name be sent to them.
After you click the link, you will be taken to a page to provide your Customer ID
and email address. If the information is correct, the User Name Request email will
be sent to provide the user with their User Name.

Forgot Password
Users who have forgotten their password can click the ‘Forgot your password?’
link on the login page to be taken to a page to request to reset their password.
After you provide the User Name and click the Submit button, the Reset Password
Request email will be sent to the email associated with the account. You will be
able to click a link in the email to be taken to a page where you can rest your
password.

A New Invoice is Available Each time a charge is posted to your account, you will receive
an email notifying you that a New Invoice is Available. You can login and view the details behind
the Invoice Balance, Due Date, Invoice ID, and make payment arrangements.

Pay Invoices
Upon logging in, you will see the invoices that are available for you to pay or view
in more detail. To make a payment, you will click the Pay button located on the
right‐hand side of the Invoice that is listed.

The following items are available on this page:
1. Pay All Invoices Button ‐ Clicking this button will mark all the invoices to be
paid.
2. Export Button ‐ Clicking this will download a .csv file to allow the invoices to
be viewed using a spreadsheet viewing software
3. Filter Button ‐ Clicking this button will open the filter options to limit the
invoices that are currently displayed on the page.
4. Invoice table ‐ Clicking the arrow icon in the column header will allow for
the invoices in the table to be sorted based on the selected column.
5. Invoice ID column ‐ Clicking the Invoice ID will present a detailed view of
the invoice.
6. Pay checkbox ‐ Clicking this checkbox will select the invoice to be paid in
full.
7. Amount field ‐ A partial payment of an invoice is not allowed to be made.
Clicking the Pay option will select the invoice and will prompt payment in
full.
8. Continue to Pay Button ‐ Clicking this button with invoices selected to be
paid, will direct the user to the Review & Pay page to complete the
payment.

Review & Pay
When you have clicked the Pay button, you will be prompted to enter your
payment card information. You can also save your card information for later use
on future invoices that may be posted to your account. There is also an option to
select Auto Pay so the charges that post to your account will automatically be
paid without logging into your account and initiating payment.

Payment Approved
When a payment is generated and is successful, you will receive the Payment Receipt. This
receipt has the ability to be downloaded and saved to your own device for future reference or
use. You will also be able to view your account history by clicking View History below the
Payment Receipt.

History
The History will show the individual invoices, charges, credits, and payments that
have been placed on your account. The online payment portal will have limited
history (January 2021 to current date). A full history can be provided by calling
Debbie Waterlander (912‐598‐5514).

Auto Pay
AutoPay provides the ability for a user to sign up for automatic payments. You can
activate Auto Pay by clicking the AutoPay link on the left‐hand side of the screen
and entering a date to Start payments and adding a Payment Method.

Wallet
The Wallet page displays the saved payment methods associated with the
customer account. You can store your preferred Payment Method to the Wallet
on your account to use for payment on future invoices. New payment methods
can be added by clicking the +Add Credit Card button. The pencil icon and the
trash can icon on the right column can be used to edit the payment method
details or delete the payment method.

Users
This page allows for creation and management of customer portal users. Existing
customer portal users will be displayed in the list of users. By clicking any of the
users in the list, additional management options will be made available.
Invite a New User to the Customer Portal
1. From the Users page, click the +New User button
2. On the New User page, provide the user’s name, email address, and
permission.
3. Click the Invoice User button. The user will then be sent the User
Registration email to prompt them to create an account.
Edit an Existing Customer Portal User
1. From the Users page, click the user card associated for the desired user to
be directed to the Edit User page.
2. Update the fields on the page as desired for the user.
3. Click the Save button to update the settings.
Reset a Password for a Customer Portal User
1. From the Users page, click the user card associated for the desired user to
be directed to the Edit User page.
2. Click the Reset Password button.
Deactivate a Customer Portal User
1. From the Users page, click the user card associated for the desired user to
be directed to the Edit User page.
2. Click the Deactivate button.

Customer Portal User Permissions
The following permissions options are available to be assigned to customer users
 Full Access ‐ The user has all functionality on the portal, including all
payment functionality and managing users.
 View & Pay ‐ The user has access to view all account information and make
payments.
 View Only ‐ The user has access to view all account information.

My Account
This page displays information relating to the currently logged in customer user’s
account. This page is accessible only by customer users. The Name and email
Address of the user can be updated from this page by updating the fields and
clicking the Save button.
The user’s account password can be reset in this page by clicking the Reset
Password button. Once clicked, the user will be prompted to enter their old
password and provide a new password.

