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Pay an Invoice 
This procedure walks you through the steps to apply a payment to an invoice that has been created by 
the Council for items not in the online store. You will make most payments during online store 
purchases, course or exam registrations, and certification or accreditation submissions. This tutorial is 
for any other miscellaneous items requiring payments. 
  

 
1. From My Dashboard: 

a. Click on the My Financial Transactions link 
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2. From the My Financial Transactions page: 

a. View an invoice by: 
i. Clicking on the Invoice Number 

Or 
ii. Clicking the View Details button 
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3. From the Invoice Details page: 

a. Review the shopping cart details to ensure they are correct 
b. Click the Add To Cart button 
c. Complete the payment information 
d. Click the Make Payment button 
e. Click the Done button 

 
Note: Refer to the tutorial in HELP for detailed instructions on how to make a payment. 

 
 
 

http://ebs.safetycodes.ab.ca/documents/cc/Make_Payment.pdf

