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Applying Credits to Open Invoices
This guide provides essential steps for applying credits to invoices and confirming
transaction details, ensuring users can efficiently manage their payments. It clarifies
the types of credits applicable to specific invoices, preventing errors in payment
processing. By following this guide, users can navigate the payment system
confidently, track transaction statuses and ensure their accounts are accurately
maintained.

1 Enter Username and Password.
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2 Click on the Payments tab in the left navigation pane.

3 From the Payments page, users will see available credits that can be applied to
open invoices. The identifier indicates the type of credit that can be applied to an
invoice. A DC credit (related to Tier 3 member disability and health insurance
subsidy contributions) can only be applied to DC invoices while DB credits are
limited to paying pension benefit contributions. Click on Apply Credit to the
specific account to open the Apply Credit “wizard.”
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4 At the top, users will see the Remaining Balance amount and the applied amount.
Click the box to the left on the Trans# to select the intended invoice. Users will
click next to move to the Confirm step in the “wizard” and confirm, which
completes the process of paying the invoice (or portion of the invoice) with an
available credit.
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5 This screen indicates that users have a Total Balance remaining to use on
another payment. The original amount, indicated under Total Amount, is listed to
the left of the remaining balance.

6 Users will click on the Transactions tab to view the transaction status (Trans
Status). Users will note that the status will display as Open until payment is
received by PSPRS. The Trans Status will update to closed when completely
processed.
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