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What is the online 
payment portal?
Our portal is a self serve card payment system. 
It allows our customers to: 
– 	�Make payments for invoices by credit or debit

card quickly and easily

– 	�View a summary of outstanding invoices and
credit notes

– 	�Select which invoices you wish to pay by card

– 	�Offset credit notes in that payment

– 	�Dispute your invoices
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Registering for the portal
In order to register you will require the following 
information: 
– 	�Customer ID (This can be found on your

invoices or agreement documents)

– 	�Vehicle Registration (one vehicle registration
linked to your account)

– 	�Postcode (linked to the vehicle registration)

–	� Email address

If you have more than one account with 
Alphabet, you can use the same email address 
for all accounts, but you will need to register 
each Customer ID separately.

When creating your password it must be 
– 	�At least 8 characters long

– 	�Contain upper and lower case letters

– 	�Contain at least one number

– 	�Contain at least one special character
(e.g.!@$%)
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Signing in to the portal
– 	�Once registered, you will receive an email

notification asking you to verify the email
address provided.

– 	�Once verified, you will be able to access
the portal.

– 	�If you have one account registered to the
email address provided, you will be taken
directly to your invoice summary.

– 	�If you have multiple accounts registered to
the email address provided, you will be given
the option to select which account you wish
to view. You will also be able to unregister an
account if you wish to do so.
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Forgotten password
– 	�If you have forgotten your password, please

click on the “Forgot password?” link on the
log in page.

– 	�You will be asked to enter your email address
and you will receive a confirmation link via email.

– 	�Please follow this link to complete your
password reset.

– 	�If you do not receive this email, please check
your spam folder.



6 Online Payment Portal

Viewing an invoice
Your customer home page will list all outstanding 
invoices and credits.

– 	�Select an invoice using the tick box.

– 	�Select “View” to see more detail regarding
the invoice, including the registration number.

– 	�Select “Back” to return to your customer
home page.

Please note: only summary invoice details are held 
in the payment portal.

A full copy of your invoice can be found on the 
Online Invoice Portal or on the invoice sent to you 
by post.

If you would like to receive your invoices online, 
please contact us and we can assist with setting  
up your account.

https://www.alphabet.com/en-gb/invoicing-and-payments
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Making a payment
– 	�Select the invoices you wish to pay using

the tick box next to the invoice number.

– 	�The total selected for payment will
be calculated.

– 	�Select “Pay amount due”.

– 	�Complete the card details requested.

– 	�You can select to save card details for
future payments.

–	� Select “Pay”.
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Logging a dispute
If you would like to dispute an invoice: 
– 	�Select the invoice you wish to dispute.

–	� Click “Dispute”

– 	�You will be prompted to select a reason for
the dispute.

– 	�Entering a contact number is optional as we
will use the contact details we hold for your
account if this field is not populated.

– 	�A member of our team will contact you
regarding your dispute.
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Request a call back
If you would like to request a call back: 
– 	�Select “Request call back” on the customer

home page.

– 	�Please enter the best contact number for us
to call you on and a member of the team will
call you back.
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If you are experiencing any issues with registering 
or logging in to the portal, please do not hesitate  
to contact us on 0370 50 50 100. 
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