
HOW TO PAY 
INVOICES ONLINE

A walkthrough on how a customer can access 
invoices at www.royalcupcoffee.com



On the home 
page, click the 

Shop icon.



Then enter the assigned 
username and password 

here and click Sign In.



Once you log in, you will 
see your account 
information here.



You can then click on My 
Documents.



From the My Documents 
Drop down menu, click 

Make Payments.



Check the box under 
“Show all open items”.

Then click search.



Check the box next to the invoices you want to pay.

Then click continue



On the payment page, click “Add 
Credit Card” to add a card or select 

a previously added card.



Once payment method is selected, continue 
through checkout process.
You will receive a confirmation that your 
payment was received. 


