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How to Pay a Bill Using Pacific Shredding's
Payment Portal

1 Navigate to https://pacificshredpay.com

https://pacificshredpay.com
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2 Click the "Email Address" field and enter your email address.
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3 You’ll receive an email with a one-time passcode. Enter that code here to sign in.
If your organization uses Microsoft 365 or Entra, you can also click the “Microsoft
SSO” link on the previous page to log in with your Microsoft account.
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4 You will now be taken to your account page, where you can view the following
details. From there, you can click on the invoice to open and/or pay it.
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5 Once you click on the invoice, you’ll be prompted to set up a payment method the
first time you log in to the portal. In this example, we’ll select the Credit Card
option. Please note that prepaid and debit cards are not accepted, and all credit
card transactions are subject to a processing surcharge.

6 The first screen will display your company information for you to review and
confirm.



Made with Scribe - https://scribehow.com 6

7 Enter your card information in the appropriate fields.
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8 Click the "Save this card on file" field.
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9 Click the “I authorize Pacific Storage Company – (Pacific Shredding) to use
this card for AutoPay” checkbox if you would like to enable automatic payments
for future invoices using this card.

Note: If you prefer to manually approve each payment, do not check this box.

10 Click "Pay"
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Overall the payment portal site is very user friendly and most items should be
easy to view, setup and pay. If you require further assistance with the portal feel
free to reach out to our accounting team at +12093206600


