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Making a Payment on DCLI.com 
 
1. Go to www.dcli.com. 
 
2. Click "LOG IN" in the top Utility navigation. 
 

 
 
3. Enter your email address and password in the fields provided. 
 
4. Click the Sign In button. 
 

 

http://www.dcli.com/


 
5.Click on the INVOICES tab. 
 

 
 
TIP: To make the actionable invoices easier to find, you can filter the Invoice Status column to only show only those with 

a status or Open or Credit. If you want to see all statuses, you can instead sort this column so that the statuses are 
grouped together. 

 

 
 
6. Actionable invoices have a plus sign at the front of the row. There are several ways that you can select an open 

invoice or a credit to be added to your Pay Bills list: 
 
A. Click the Add All link at the top of the column. This action will move all actionable invoices to your Pay Bills list. 
This will be confirmed by an on-screen notification. To remove all invoices from Pay Bills, click the Remove All link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 B. Select individual checkboxes for the rows containing the invoices that you want to add to Pay Bills. This will be 
confirmed by an on-screen notification. To remove the invoices from Pay Bills, deselect the checkboxes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

C. Click the blue Pay link for the row containing the invoice that you want to add to Pay Bills. 

 On the Pay Invoices screen, select the checkboxes for the invoices that you want to add to Pay Bills. This will be 
confirmed by an on-screen notification. To remove the invoices from Pay Bills, deselect the checkboxes. 

 
 

 



NOTE: Credits that are added to Pay Bills will reduce the total amount of your payment by the credit amount. 
 

7. The Pay Bills link turns red, indicating that invoices are ready for payment. To make a payment, click Pay Bills. 

 
8. The pop-up window gives you the chance to review what you have selected to pay. You can expand the list by 

clicking the arrow on the header row.  
Note that the maximum amount that you can pay at one time is $99,999. 
If you need to make changes, use the Remove or Clear All Invoices links to correctly show what you intend to pay. 
If everything looks correct, click Proceed to Checkout. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9. You can pay your invoices using your bank account information by clicking Pay With Bank Account. 
 

 
 
 



10. Enter the information requested in each of the three steps in the pop-up window. When you have finished entering 
your information and confirmed that the information is correct, click Confirm and Continue to pay the bill. 

 

 
 
11. When your payment is complete you will see a Payment Details pop-up window which contains information about 

your payment. You can download a receipt for your payment by clicking Download PDF. This PDF will also be sent 
to you via email. 

 
 
 
 
 
 
 
 
 
 
 
12. On the Invoices tab, the items you paid will now show a Closed status if the summary invoice has been paid in full.  

NOTE: You can also access a PDF of your receipt by clicking the blue View link for the closed invoice to access the Invoice 
Details screen then clicking the Attachments icon in that row. 
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