Step-by-Step: How to Make Your
Payments through PayFabric

PayFabric makes it easy to pay off any outstanding invoices you may have straight to

the College. This step-by-step guide will inform you how to access your PayFabric

Customer Portal and make payments.

Part 1: Accessing the Customer Portal

When you receive an invoice, you will receive an email that looks like this:

A New Invoice is Available

1 why this is important

AUTION This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender and
know the content is safe.

A New Invoice is Available

This email contains a PDF file with the full invoice, and two buttons.

You can click the Pay Now button to immediately make a payment on the invoice, or you
can click Register to create an account on the customer portal.



Create Account

Provide your e-mail and desired loegin information to
complete the account creation process

E-mail
K

User Name

Password
I
Confirm Password

From this screen, you will be able to create your customer account. Make sure to pick a
username and password that you will remember, and that the email address is the same
address from which you received the invoice!

Once you have created your account, you can log in to your customer portal using your
username and password at this link:
https://www.payfabric.com/customerportal/doralcollege



https://www.payfabric.com/customerportal/doralcollege

Part 2: Using the Customer Portal
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When you log into the customer portal, you will land on a page similar to this. The customer

portal has several useful tools and menus, organized into these four boxes:

1.

2.

Is your balance summary, informing you of any past due or outstanding

balances you may have, or any credit balance you may have on your account.

Is the menu, which gives you various options of what to view:

a.

Summary is the main landing page, which provides you a quick
summary of any outstanding balance and invoices, as well as allowing
you to set up AutoPay.

Pay Invoices allows you to see all outstanding invoices you currently
have, and allows you to pay them as you would like.

AutoPay allows you to set up PayFabric’s AutoPay feature, which will
automatically pay any outstanding balance you may have on a
monthly basis, with the payment method of your choice.

History shows you a history of all payments and invoices on your
account, so you may keep track of and save information on any
invoices you have had and any payments you have made.

Wallet stores all payment methods you have saved onto your
Customer account.



3.

4.

f. Users allows you to designate new users who can access your
account. You simply have to fill out the user’s name, email address,
and permission you would like them to have, and they will receive an
email inviting them to your Customer Portal. The available
permissions are:

i. Full Access, which will give the user full access to your
Customer Account, allowing them to make payments, add or
remove payment methods, set up AutoPay, and manage users.
Be careful about giving anybody this level of access! This
should be reserved for people you trust wholly with your
invoices and payments; users with this level of access could
remove you from your account!.

ii. View & Pay, which will allow the user to view your account
information and make payments, but not manage users. This is
good for enabling other users, such as family members, to
make payments on your behalf without allowing them to
change your account details or access.

iii. View Only, which will only allow the user to view your account
information. This is good for users you trust to see your
payment information and invoices, but not to make payments
on your behalf.

g. My Account gives you information about your User Account, allowing
you to add/edit your name or email address. You can also reset your
password if so desired.

h. Log Out will log you out of the Customer Portal. It is highly
recommended you do this every time you exit the Customer Portal to
protect your sensitive information.

Is the Summary, which will give you a quick summary on recent activity
(payments, invoices, etc.), allowing you to take a quick look at any recent
outstanding invoices or past payments.

Are cards you view your current outstanding balance and AutoPay info. You
can click either card to go to the relevant page in your portal (Outstanding
Balance takes you to History, while AutoPay will take you to AutoPay).



Part 3: Paying Your Invoice

Paying any outstanding balance on PayFabric is easy. If you decide not to set up AutoPay,
just follow these steps:

1. Loginto your user account on the Customer Portal at
https://www.payfabric.com/customerportal/doralcollege (anybody who has View &
Pay or Full Access permissions on your customer account can log in and make a
payment)

2. Click on the Outstanding Balance card or the Pay Invoices item on the menu to go to
the Pay Invoices page. You can also click on the “Pay” button on the outstanding
invoice in the “Recent Activity” card. If you click “Pay” from the recent activity card,
you will be taken directly to the payment screen to pay off the full balance of the
invoice, seenin Step 4.
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3. Onthe Pay Invoices page, you can input exactly how much of each outstanding
invoice you would like to pay, pay the whole balance on an invoice by clicking the
box next to “Pay” on any one invoice, or click the “Pay All Invoices” button to pay the
full balance of every outstanding invoice. Once you are ready to pay, click “Continue
to Pay” at the bottom right of the screen.


https://www.payfabric.com/customerportal/doralcollege
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From here, enter your payment information, ensure that everything is correct, and
click “Confirm and Pay”. Note: You can check the box next to “Save for later use” to
save your payment information to your account, meaning you won’t have to input
your payment information every time. This means anybody with “View & Pay” or “Full
Access” will be able to use that payment information as well, so be careful!

Payment
Description Amount
Invoice Total ~ $1.00
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Total $1.00
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5. You’re all done! You can download your payment receipt, return to your summary
page, and log out knowing that we have received your payment.



