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Viewing Your Invoice 
 

• Once Logged in to the Business Administration Center, click invoices on the top menu 
bar.  

 

 
 

• Click ‘I Agree’ 
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• Click the ‘View Invoice & Pay My Bill’ button. 
 

 
 
 

• Click ‘Continue’ – This will take you to the new Billing and Payment Portal. 
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• To view an invoice, click on the PDF or CSV link next to the invoice you want to view.  
 

 
 

• Sample PDF invoice:  
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Pay Invoice 
 

• To pay an invoice, click the ‘Pay Now’ button.  
 

 
 

• Select Employer, COBRA or both invoices. 
• Make sure all boxes are checked for the invoice(s) you’d like to pay.  

o Example: If you wish to pay both Employer and COBRA invoices, check all that 
apply.  
 The total amount will amount of all invoices selected.  
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Add Account 
 

• Click ‘Add Account’ to add your payment method. 
 

 
 

• Fill out the account information.  
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• Terms and Conditions. Click ‘I Agree’, enter Initials and click ‘Save’.  
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Pay Invoice Continued:  
 
Click ‘I Agree’, enter initials and click ‘Save’.  
 

 
 

• Confirm the payment. 
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• Confirmation of payment.  
• Click ‘Continue’.  

 

 
 

• You will rerouted to the home page, and can view your receipt.  
• The invoice paid will now show with a zero balance.  
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Create a Future Payment 
 

• To create a future payment, click the ‘Pay Now’ button.  
 

 
 

• Select Employer, COBRA or both invoices. 
• Make sure all boxes are checked for the invoice(s) you’d like to pay.  

o Example: If you wish to pay both Employer and COBRA invoices, check all that 
apply.  

 
• Click on the Payment Date box and choose your future payment date.  
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• Click ‘I Agree’, enter initials and click ‘Save’.  
 

 
 

• Confirm the payment. 
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Deleting a Scheduled Payment 
 

• Login to the Payment Portal. 
• In the Account History section, future payments will display. 
• To delete the payment, select ‘Delete’, this will delete the payment.  
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