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How to play a University of Alberta invoice through 
the plastiq portal? 
Website for payment though the plastiq portal: 
https://request.plastiq.com/pay-university-of-alberta-commercial-and-research 
 

1.​ Main page PAY UNIVERSITY OF ALBERTA - COMMERCIAL AND RESEARCH: Enter 
the amount and your email address.

 
2.​ You have the option to “Pay as guest” where you will have to enter your personal 

information each time you wish to pay an invoice. Or you have the option to “Sign up or 
Sign in” if you wish to create an account, or if you already have an account with plastiq 
where your personal information will be pre-populated. Click on the option you prefer. 
This manual will demonstrate the option “Pay as guest”. 

3.​ On the next page, enter the field as indicated. Entering the BUSINESS NAME will autofill 
the PAY ON BEHALF OF. If you pay on behalf of someone else, please modify as 
needed. Choose the PAYMENT TYPE “Commercial Payment”. No need to drag & drop 
your invoice, the following steps will ask you for your Invoice number. Click on the 
Continue button. 

https://request.plastiq.com/pay-university-of-alberta-commercial-and-research


 

 
4.​ On the next page, ensure to enter the INVOICE NUMBER. Click on the Continue button. 

 
5.​ On the next page, enter your credit card information. Click on the Continue button. 



 

 
6.​ On the next page, review your payment information, and go back as needed for 

modification with the arrow on the top left of the screen. Additional Fees apply when 
paying by Credit Card. You can review those fees by clicking on the blue information 
logo on the right of FEES.  Click on the submit payment button. 

 



 

 
7.​ Your payment is done! Thank you very much for your business. If you have any 

questions regarding your invoice, please contact directly the person who sent you the 
invoice. 
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