
🌐 Customer Invoice & Payment Portal Guide

🧠 1. Overview
Our Customer Invoice & Payment Portal allows you to:
View, download and pay invoices online
Store payment methods securely
Set up AutoPay for recurring invoices
Receive automatic notifications and updates

💻 2. Accessing the Portal

Option 1: Via Invitation Email
Click the link in the email invitation from our Compex Legal Services Finance
Team to accept the Terms and Conditions and create your account.



Option 2: Via Invoice or Payment Notification
Each time a new invoice is issued, you’ll receive an email with a secure link to view
and pay it directly in the portal.

🧭 3. Navigating the Portal
After logging in, use the menu bar at the top to move between sections:

Invoices — View, download, or pay open invoices
Payments — View your payment history
Activities — View your invoice history
Sign Up for AutoPay — Enroll your account with AutoPay (Credit Card/ACH)



🧾 4. Viewing & Paying Invoices
To View Invoices

1.Go to Invoices & Payments.
2.Use filters (Open, Overdue, All, etc.) to find what you need.
3.Click the invoice number to view full details, attachments, or comments.

Pay an Invoice
1.Select one or more invoices using the checkboxes.

2.Click Pay or Pay All.
3.Choose a payment method (bank account or credit card).
4.Click Continue, then Complete Payment.



To Schedule a Payment
1.On the Ready to Pay page, choose Pay on specified date.

2.Select your preferred payment date and confirm.

💡 Scheduled payments can be canceled but not edited.

💳 5. Adding or Managing Payment Methods
1.Go to Payment Methods.

2.Click Add New Payment Method.
3.Choose Bank Account or Credit Card and enter your details.
4.Verify your account (for CAD or USD bank accounts):

CAD: Confirm a small deposit (under $5) in your bank account.
USD: Verified automatically through the national database.

🔒 Verified accounts ensure smooth payments and prevent failed transactions.



🔁 7. Setting Up AutoPay
To enable automatic payments:

1.Go to Payment Methods.
2.Add or select your preferred method.
3.Toggle Use this account for AutoPay to Yes.
4.Confirm your settings.

Note:
AutoPay attempts payment once per invoice.
If a payment fails (e.g., insufficient funds), you’ll need to pay manually.
Contact Compex if you need to disable AutoPay and the option isn’t available.
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🔔 8. Notifications & Preferences
To Manage Notifications

1.Click your name → My Notifications.
2.Check or uncheck boxes to subscribe or unsubscribe from alerts.

✅ Mandatory notifications cannot be turned off.
3.Click Update Notifications to save.

To Choose Default Landing Page or Language
1.Click your name → My Preferences.

2.Select your preferred default page (Invoices, Payments, etc.).
3.Choose your language (English, French, or Spanish).
4.Click Update.

🆘 9. Need Help?
If you experience issues signing in, contact us at mailboxcollections@compexlegal.com


