
Adding & Removing Payment Methods 
 
To find your current payment method(s):  

1.​ Select “Fees” from the menu on the left-hand side of the screen.  
2.​ Once on the Fees page, click the “My Accounts” button from the “Items in Cart” box.  
3.​ On the “Manage Accounts” page, select “Payment Methods”.  

 
 
To ADD a new Payment Method:  

1.​ Select “New” on the bottom of the screen.  
2.​ On the pop-out tab, select whether you are adding a card or bank account. Then, fill out 

all of the required fields and select “Save” on the pop-out tab.  
 
 



Please note: You MUST have a Security Email set up in your IC Portal to add a 
payment method! If you receive an error similar to “Unable to create a new 
customer record”, please check that you have a Security Email set up.  
 

To set up a Security Email:  
1.​ Click the person icon on the upper right corner of the screen. On the pop-out, under 

“Profile Options”, select “Settings”.  
2.​ On the Settings page, select “Account Settings”.  
3.​ On the “Account Settings” page, check if you have an email account under “Account 

Security Email”. Note: A username alone is NOT enough! It MUST be a full, valid email 
address.  

4.​ If needed, select “Add” or “Change” under Account Security Email to add or update the 
email address.  

 

 

 

 



To REMOVE a Payment Method:  
1.​ On the “Payments Method” screen, select “View” on the method you would like to 

remove.  
2.​ One the pop-out tab, select “Delete” at the bottom of the screen. Be sure to confirm that 

you want to delete the method on the following pop-up.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Paying Fees 
To pay a fee:  

1.​ Select “Fees” from the menu on the left-hand side of the screen. 
2.​ On the Fees page, select “Add to Cart” for the fees you’d like to pay for.  
3.​ Once you’ve selected all fees you want to pay, select “My Cart” to go to Checkout.  

 

 
 

4.​ Once in the Checkout screen, double-check that your fees are correct and match what 
you added to your cart.  

5.​ Select a Payment Method. If you do not have a Payment Method set up, you can add 
one from this screen using the “Add Payment Method” button. To do this, follow the “To 
ADD New Payment Method” instructions from page 1. If you’d like an emailed receipt, 
enter your email address in the provided box. 

6.​ Once your payment method is selected, click “Submit Payment” on the bottom of the 
screen.  

 


