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The Payment Portal is the perfect 
tool to quickly and securely pay a 
CNA invoice online with a credit/debit 
card or bank account via ACH.
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1 ACCESS THE PORTAL

Navigate to the payment portal by visiting
https://cna.clarknationalaccounts.com/payment-portal 
or selecting the “Pay Now” button on the desired invoice 
in CNA's marketplace.
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3 SEARCH RESULTS PAGE
Create a new Order Guide from 
any search results page. Select 
the dropdown arrow to the right 
of the Add to Cart button and 
choose Add to Order Guide. You 
can choose an existing order 
guide or create a new one.
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2 LOOKUP THE INVOICE

Enter the following invoice details: Invoice Number, 
Customer Code, and Invoice Total, into the required 
fields and select the “Find My Invoice” button. If you 
navigate to the payment portal using the “Pay Now” 
button, the required fields will be automatically filled 
out with the applicable invoice details for you!
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3 VIEW & PAY THE INVOICE

If the invoice details entered are valid, the invoice will 
be displayed. After reviewing the invoice, select the 
“Pay Invoice” button to enter payment details.

6



10

3 SEARCH RESULTS PAGE
Create a new Order Guide from 
any search results page. Select 
the dropdown arrow to the right 
of the Add to Cart button and 
choose Add to Order Guide. You 
can choose an existing order 
guide or create a new one.

How to Pay an Invoice

How to Pay an 
Invoice

4 SELECT PAYMENT AMOUNT

Select the “Current Balance” option to pay the total 
amount due. Or select the “Other Amount” option and 
enter the dollar amount you would like to pay.
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5 CONFIRM RECEIPT RECIPIENT 

Enter the email address that you would like the payment 
confirmation to be sent to.
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6 SELECT PAYMENT METHOD

Select the “Card” option and enter the requested card 
details and billing address to pay using a credit/debit card. 
Or select the “US bank account” option, enter banking 
information, and agree to the terms of the ACH Agreement 
to pay via ACH.
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7 SUBMIT PAYMENT

Select the “Submit Payment” button to pay the invoice. 
You may also select the “Cancel” button to back out of the 
transaction and return to the invoice view. After submitting 
payment, a payment confirmation will appear that includes 
the amount paid, receipt recipient, and the Confirmation 
Number. 
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1 How can I access the CNA Payment Portal from 
CNA's marketplace?
 
On the CNA homepage, select the “Account” button 
and choose “View/Pay Invoices”. Search for the 
invoice you want to pay and select the “Pay Now” 
button to be redirected to the CNA Payment Portal. 
You can also select the “View” button to open the 
invoice before selecting the “Pay Now” button on 
the invoice details page.
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3 Where can I find the required invoice details: 
Invoice Number, Customer Code, and Invoice Total?

The required invoice details can be found on the 
Invoice PDF or in CNA's marketplace on the invoice 
details page.

2 How can I access the CNA Payment Portal if
I do not have a CNA account?
 
Navigate to 
https://cna.clarknationalaccounts.com/payment-portal 
to access the CNA Payment Portal without an account.

https://cna.clarknationalaccounts.com/payment-portal
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4 What payment methods can I use?

Depending on your company’s payment method 
settings, payments may be submitted using a 
credit card, debit card, or a U.S. bank account ACH 
(Automated Clearing House) transfer.

5 Can I pay multiple invoices at a time?

Not at this time. Currently, you can submit payment for 
one invoice. For users accessing the payment portal via 
CNA's marketplace, the option to pay multiple invoices 
at once is coming!

6 Can I save payment methods for the next time I want to 
pay invoice?

Not at this time. Currently, you must enter card or banking 
details each time you select a Payment Method. For users 
accessing the payment portal via CNA's marketplace, the 
option to pay using methods and billing addresses saved to 
your account is coming!
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7 Can I make a payment for a future date?

Not at this time. Currently, all payments will be 
submitted immediately. For users accessing the 
payment portal via CNA's marketplace, the option 
to schedule payment to remit on a future date is 
coming!

8 When will my payment appear 
in my account or activity? 

The invoice status will update to 
“Paid” and the “Amount Paid” & 
“Amount Due” will update to 
reflect the payment submitted. 
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9 How do I get confirmation of my payment?

A payment confirmation will appear on screen 
immediately after submitting payment. A 
confirmation email will be sent to the receipt 
recipient entered. 
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We would be happy to support you as you begin 
using the Payment Portal!

accountsupport@clarknationalaccounts.com
M – F | 8:00AM – 5:30PM EST

Questions?


