
Pay Invoice 
User Instructions 

 
 
Click here to access video instructions. 
 
How to Get Started 
 

 
 
The North Carolina Industrial Commission allows invoices to be paid online.  Anyone 
who has received a paper invoice via US Mail from the Industrial Commission may pay 
online and get a receipt for their payment immediately. 
 
The Industrial Commission accepts payments in the form of Electronic Checks, VISA, 
and MasterCard on a secure web site. 
 
The Industrial Commission Home Page is www.ic.nc.gov.  This is your starting point.  
You may have referenced this web site in the past to obtain Workers’ Compensation 
forms or to find the latest news related to the Industrial Commission.   
 
From here, the quickest way to start the payment process is through the LINKS menu.  
Here you can see a Pay Online option.  Clicking Pay Online will display the Pay Invoice 
Page and from there, you can submit your payment. 

http://www.ic.nc.gov/training.html


Complete the Pay Invoice Page 
 

 
 
This is the Pay Invoice Page.  From this page, you will enter information related to the 
invoice you are paying as well as information related to you, the person who is paying the 
invoice. 
 
Remember, you need information from the invoice in order to process the payment, so be 
sure to have the invoice handy before you begin. 
 
You can view a Sample Invoice at any time by clicking on this Sample Invoice button to 
the right of the Invoice Number field.  This will help you locate the information you 
need. 
 



 
  
To get a better view of this sample, you can enlarge the screen by clicking on the 
Maximize button in the upper right.   
 
You can find the Invoice Number on the right about one third down the page.  On this 
sample, it is circled in red.  The IC File Number is a little farther down the page and to 
the left.  This is also circled in red. 
 
Look at your invoice and locate the information you will need.   
 
Close this page by clicking in the ‘X’ in the upper right. 
 



 
  
Clicking the question mark in the upper right provides written instructions for processing 
your payment, and is also the place where you can review this video. 
 
So, to pay the invoice, you simply fill out all of the required fields.  Required fields are 
marked.   
 
Take the Invoice Number and IC File Number directly from your paper invoice and enter 
these numbers (or sometimes letters) in the appropriate fields.  Enter your name in the 
Payor field.  By putting your name here, if the Industrial Commission has any questions 
concerning your payment, you can be contacted.  In the Account Holder field, you should 
enter the name of the person or company who is the owner of the checking account or 
credit card you will use to pay this invoice. 
 
The Telephone Number and Email Address should be entered for the Payor, and should 
not be the generic company information.  The telephone number is being collected in 
case the Industrial Commission has questions.  However, the email address is used to 
send a receipt immediately upon payment, so be sure you have this email address correct. 
 
Finally, there is an optional field called Carrier / Attorney File Number.  Use this number 
to put in your company’s case tracking number.  This number will print on the receipt 
and will assist you in matching the receipt with your internal records. 
 
If you forget to enter data into one of the required fields, you will get an error message, 
such as “Email Address is a required field.”   
 
Once you have completed all of the data entry, you will click Continue to get to the 
Payment Methods Page. 
 



Complete the Payment Method Page 
 

 
 
The purpose of the Payment Method page is to identify how you plan to pay your 
invoice.  Will you use an electronic check, which will deduct the invoice amount from 
your checking or savings account, or will you use a credit card?  The Industrial 
Commission accepts both VISA and MasterCard. 
 
But, before you make that selection, you should verify the data at the top of the page to 
ensure this is the invoice you intend to pay.  Also, does the amount listed on this page 
match the amount on your invoice?  If not, check that you typed in the correct invoice 
number.  If you have the correct invoice number, but the amount does not match, you 
should not pay this invoice online.  Instead, you should call the Industrial Commission at 
919-807-2527 for assistance. 
 
Once you have verified that the data is correct, you can make your Payment Method 
selection at the bottom of the screen.  To do this, click in one of the circles to indicate 
either electronic check or credit card – if you click in one circle and want to change your 
mind, just click in the other circle.  If you choose electronic check, you also need to use 
the drop-down box to indicate if the account is a personal account or a business account. 
 
At any time, you can change your mind and decide not to pay the invoice today.  Click on 
the Exit button and the payment transaction will be halted. 
 
But, to continue paying, you need to click on the Next button.  This takes you to the 
Payment Information Page, where you can enter your account numbers. 



Enter Credit Card Information 
 

 
 
When you are paying by Credit Card, the Payment Information Page gives you have 
another opportunity to compare the invoice amount displayed on the screen with the 
amount on your paper invoice.  You probably checked this on the previous page, but if 
you forgot, you can compare it now.  If the amounts do not match, you should not pay 
this invoice online.  Instead, call the Industrial Commission at 919-807-2527 for 
assistance. 
 
At the bottom of the page, you must enter the Name as it Appears on the Credit Card, the 
Card Number, and the Expiration Date.  You may need to scroll down to see these fields. 
 
The Card Number is 16 digits long.  You can enter this as one long string of numbers or 
you can break it up into 4 numbers of 4 digits each with spaces in between.  This is how 
it appears on your card, and is sometimes easier to enter this way.   
 
The Expiration Date is entered by using the drop-down lists for month and year.  Some 
credit cards show a month-day-year expiration date and others show a month-year.  You 
only need to enter the month and year, even if your card shows a day. 
 
Then, click Next to see the Payment Review Page. 
 



Enter eCheck Information 
 

 
 
When you are paying by Electronic Check, you must enter the First and Last Names of 
the payor in the Billing Address at the top of the page.  You may have already entered 
this information on a previous page, but you must validate your entry by typing it again. 
 
In the center of the page is the invoice amount.  If you forgot to compare the invoice 
amount on the previous page, you can check it now to make sure it matches your paper 
invoice.  If the amount does not match your paper invoice, you should not pay this 
invoice online.  Instead, call the Industrial Commission at 919-807-2527 for assistance. 
 
Then, at the bottom of the page, you must enter the name of the bank account owner - this 
might be a company and not a person.  You must also enter your account number and the 
routing number.  These numbers are printed on your paper checks.  But, if you don’t 
know where to find your account number and routing numbers, click on the What’s This 
link to the right of the Account Number field to see a sample check.   
 

 
 
If you are still unsure, you should call your financial institution to get assistance.  You 
can close this page using the ‘X’ in the upper right.   



 

 
 
Finally, indicate the type of account you are using to pay the invoice by clicking the 
circle for either Checking or Savings.  If you make a mistake, you can click the other 
choice to correct it.   
 
If you decide not to pay the invoice today, you should click the Exit button and the 
payment transaction will stop.  
 
When you are ready, click Next to see the Payment Review Page. 
 



Review Before you Pay 
 

 
 
This is the Payment Review Page.  This is your last chance to review the information 
before your bank account is debited or your credit card is charged.  If you decide not to 
pay this invoice at this time, click Exit and the payment process will be cancelled. 
 
If there is an error in your data entry, you can click Back to return to the previous page 
and correct your error. 
 
But, if everything looks OK, you should click Pay Now to pay this invoice.  It will take a 
few seconds to process the payment and once that is completed, you will get a receipt. 



Keep your Receipt 
 

 
 
This is your receipt.  The Industrial Commission keeps a copy of this receipt for its 
records.  And, a copy in PDF format has already been emailed to the email address that 
was entered on the Pay Invoice Page.  When you receive that email, you can print it, 
forward it, or save it to your local network. 
 
The receipt identifies the person who paid the invoice, as well as the company who owns 
the bank account or credit card that was used.  It also shows information specific to the 
invoice such as the Invoice Number, IC File Number, Carrier / Attorney File Number, 
and Amount Paid.  Lastly, it includes information related to the payment, such as the 
Confirmation Number and Authorization Code. 
 
At this point, you can choose to pay an additional Industrial Commission invoice or, if 
you have no more invoices to pay, you may simply close your web browser. 
 


