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Setting Your Payment PIN
Your account payment PIN can be set up by accessing the LOGIN IDS tab on the left side menu.

Right click on the account ID for which you would like to set up the PIN number and click 
CHANGE on the menu that appears. 

Set your PIN number on the CHANGE LOGIN IDS screen. You will need to enter this PIN number 
whenever you are ready to make a payment. 

Once your PIN information has been entered, check that DEFINE PAYMENT TYPES option is set 
to YES. This will allow you to add payment information to your account. 
Click OK to save information. 
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Adding Payment Information
In order to add payment information, make sure that you have selected YES on the DEFINE 
PAYMENT TYPES option under LOGIN IDS. See instructions above in Setting Your Payment 
PIN.

To add payment options to your account, click PAYMENT TYPES on the left side menu and 
select add. Online payment information can be added by credit card or by ACH. You are able to 
add multiple forms of payment to your account if desired. 

Select the payment type you would like to set up on the drop down menu. Complete the payment 
setup by entering the required information and clicking SAVE. 

Please note your payment information will be maintained by a secured payment processor. 
CACO will only be provided with your payment type, last 4 of the account number and expiration 
date in the case of credit cards.
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Review Your Account Balance

To view your account balance, click the Account statement tab on the left side menu. Your 
accounts receivable totals are shown at the top left.All open invoices are listed. To view an invoice, 
click on the invoice number. You can search for a specific invoice by using the search function on 
the top right corner of the screen.

Make Invoice Payments

To make payments on invoices, click MAKE PAYMENT* to indicate the amount you will be paying 
on the invoice. 

Payments can be made through your customer portal via credit card or bank information. CACO, 
Inc. will make adjustments to your balance for payments made by phone, fax, email or for 
payments received in the mail. 

*Before making payments, you must set up your payment information. See Setting Your Payment
PIN and Adding Payment Information below for instructions.
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Select invoices to for payment and the click the SELECT PAYMENT button.

Enter PIN on next page to access payment page.

Select saved payment method or add new payment method and click PROCSS to complete 
payment.
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Making Payments for Deposits and Pay in Advance Accounts

Click the MANAGE QUOTE/ORDER to list sales orders. Right click on the order you need to make 
a payment on and then click on the Online Deposit on the menu that appears. 

A new window will appear that will allow you to use a previous saved payment method or add a 
new one. 

Online Deposits can be made anytime an order is in the Internet Hold or Credit Hold. Please note 
Deposits or Partial Payments can only be accepted when requested or with pre-approved by the 
Credit department.
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