
Pay Invoice in ACSA Portal 5 Steps

Log in to payments.acsa.org

STEP 1

Click on an invoice to view details
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STEP 2

Review your invoice details to ensure you are paying the correct amount
 per member. If you are not paying for a particular member, deselect
 the checkbox next to their name. The Invoice Payment amount will adjust
 based on the changes you make in the portal interface.

Please note that the district and members below are fictional. No personal information has 
been shared.
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STEP 3

A. Select Opt Out Reason if you are not paying for a member, or if you are
 paying a lower amount.
B. Click on Pay Online or Pay by Check
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STEP 4

If paying by check, please enter your payment details including Check
 Number . Then click the Submit Via Secure Server button.        If your County
 Office of Education, or another party, is sending a check on your behalf, enter
 999 in the check number field.

STEP 5

Use the Export to PDF or Excel buttons to download your invoice and payment
 information. Send this as documentation for your check payment, and for
 your own recordkeeping. 
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