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ACCOUNT SETUP / FIRST TIME LOGIN 

1) You will receive a “Customer Portal – Account Activation” email from ar@lsm.org 

2) Click on the activation link in the email to set up your account 

3) Enter the User Name provided in the email and create a password for your account 

4) After successful account setup, you may log in to your Customer Portal account 

If you need further assistance, please email ar@lsm.org or call LSM Accounting at (714) 226-1703. 

 

NAVIGATION 
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HOW TO PAY INVOICES 

 

1) Click on the Order Menu and select Invoice Payment 

2) In the Payment Method dropdown, select “Credit Card” 

3) Click on the invoice(s) you want to pay and the Payment Amount will automatically update 

4) Click  

 

 

5) Keep the “Use New Card” box checked if you do not have a card saved on your account. 

Otherwise, uncheck the “Use New Card” box and select the Action button next to your saved card below. 

(See the next section, “How to Save a Credit Card”, to save a credit card on your account.) 

6) Click  
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a. If you are using a NEW CARD – enter your card information, review the amount, and click 

 . You will see a payment confirmation if the payment is accepted.  
 

b. If you are using a SAVED CARD – You will see a payment confirmation if the payment is accepted. 

 
 

YOU MAY PRINT THIS PAGE FOR YOUR RECORDS, AS YOU WILL NOT RECEIVE A RECEIPT. 

 

 

7) You can see your pending payment under the Views Menu in Pending Payments after clicking   

 

8) Once your payment is fully processed, it will be available under the Views Menu in Payment History after 

applying the appropriate filter 
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HOW TO SAVE A CREDIT CARD 

 

 

1) Click on the Manage Menu and select Payment Info 

2) Click   

 

 

 

 

3) Click   
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4) Enter your card information, then click  to save the card on your account 

 

PLEASE NOTE – THIS IS NOT AN AUTO-PAY OPTION. 

YOUR CARD WILL ONLY BE CHARGED WHEN YOU INITIATE A PAYMENT. 
 

5) If you need to edit or delete a card on your account, please call LSM Accounting at (714) 226-1703 
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