
 

 
 How to access invoices and manage payments in the portal 

How to access invoices and manage 
payments in the portal 
This is a guide to accessing invoices and managing payments in the member portal. 

You can access all your invoices and make payments in one location. 

This includes paid and outstanding invoices, case and membership related fees such 
as membership renewals, user charges (complaint related) and external expert 
charges. Credit and debit card payment can also be made for any outstanding 
invoices. 

Accessing invoices  

As a Billing Contact, you can access your outstanding invoices on your dashboard in 
the portal.  

 

All other roles with access to invoices can view paid, overdue, outstanding and disputed 
invoices by following these steps: 

1. Log in to the member portal. 

2. Click on the Invoices tab.  

3. Here, you can view and export a summary of your paid, overdue, outstanding and 
disputed invoices. You can also pay outstanding or overdue invoices and raise a 
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dispute. For details on how to dispute an invoice, refer to our guide on how to 
lodge an invoice dispute. 

 

Paying an invoice 

When you click through to the Invoices section in the portal, you will see a table of 
outstanding, overdue, paid and disputed invoices. Click on the relevant tab to view each 
list. 

 

https://www.afca.org.au/members/members-resources
https://www.afca.org.au/members/members-resources
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You can pay an outstanding or overdue invoice by following these steps: 

1. Click on an invoice to open it. 
 

2. Navigate to the end of the Invoice Items listed. 
 

3. Click on Pay 
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4. Enter credit or debit card details in the payment form and click Pay. 
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