
Paying your invoice online via the Virtual Headquarters Customer Portal 
 
Login to your account (if you are unsure how to do this please refer to the one page Manage Your Settings guide that 
we may have sent you or can send you on request) 
 
Upon Logging in to your account you will be presented with the Quick Stats screen, a snap shot of which appears below. 
 

 
 
To pay your invoice, click on the [1] to the right of the words Total Due which will present your invoice/s in 
a screen such as the screen snap shot shown below. 
 

 
 
Click on the Invoice Number (in the above example being InvNum 413) which will display the invoice (a copy 
of the top part of the invoice appears in the screen shot below). Then click Pay Online. 
 

 
 

On the next screen Simply enter your Credit Card details and click Charge It and you are done! 
 

 
 


