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DataBank Portal Access

Logging in to the DataBank Customer Portal
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• https://support.databank.com

• User ID: Most often this is the user's email address 
(Custom IDs can be created upon registration.)

• Password: If forgotten, click "Trouble Logging In" to 

retrieve or reset.

• Please note:

Users must have a valid email address on record with 

DataBank and the contact role designation of 

"Administrator" or "Billing" to access account financial 

information. Account Administrators may add users or 

change roles at any time.

https://support.databank.com/


How to Self-Register
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Obtaining Portal Access
• https://support.databank.com/login/register

or click Register on the login screen

• Enter the user's email address in the Username field

• Click SUBMIT

• Users must have a valid email address on record with DataBank 

to self-register. Please contact the administrator on the account to 

be added as a user.

• If a user is in the system but is experiencing issues with 

registration, call DataBank Support at (855) 328-2247.

https://support.databank.com/login/register


Accessing Multiple Accounts as a Single User

Changing the view to access a different account's information

5 Confidential

• Many customers have multiple billing accounts or BANs (Billing Account Number). The portal supports a 

single login for multiple BANs under the same organization, provided the user is an authorized contact for the 

accounts on record.

• A user can toggle from one account to another by clicking the Organization/BAN field at the top right where 

the account name is displayed. If the user is authorized to more than one account or BAN, those results will 

appear in the list as available options. From here, the user can select the account view desired.

• The Timeframe dropdown allows a user to select a date or date range for the performance graphs throughout the portal.



How to View Invoices and Other Account Financials

My Account allows a user to view invoices, payments, and credit memos
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• Upon successful login, click the My Account link on the left menu bar.

o This displays the list of financial transactions.



Advanced search
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• Users can specify criteria in the filter section to limit the results displayed based on a date range, transaction number (e.g., 

invoice number), or transaction type.

• Click the     arrow next to a specific transaction number to view related payments or credits applied.

How to View Invoices and Other Account Financials (continued)

• Transaction Type may be invoice, payment, or credit memo.

• To search for a particular transaction type, click the filter icon.



How to View Invoices and Other Account Financials

Viewing & Downloading Invoices, Credit Memos, and Payment Images and Data

8 Confidential

• To view a specific transaction, click the 

respective transaction #'s link.

• Download as a PDF or XLS by clicking the Export link:

2



Generating statements

9 Confidential

• To generate a statement of open transactions, unapplied balances, invoices, and credits, click Generate 

Statement:

How to View Invoices and Other Account Financials



Invoice comparison

10 Confidential

• To compare current and past month invoices:

– Select invoices by clicking the compare check box

– Click ‘compare invoices’ at the top of the blue header bar

A New window will appear with 

comparison of requested invoices. An 

Excel option is also available.

How to View Invoices and Other Account Financials



How to Enroll in Auto-pay

Enrolling in Auto-pay
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• Opting to enroll in auto-pay is a highly efficient way to manage invoices and payments.

o There are two forms of auto-pay: ACH and Credit Card

• IMPORTANT:  If an account has multiple BANs, each BAN must be enrolled individually.

• ACH Auto-pay is free to use. By signing up, permission is granted to DataBank for debiting the provided bank account for payment of 

invoice(s), automatically, each month.

• Credit Card Auto-pay has a 3.0% processing fee for invoices totaling > than $5,000.

• The automatic payment date will be approximately 25 days from the date of the invoice.

• To enroll:

• Select the BAN you wish to enroll in Auto-pay at the top right of the screen, then select My Account and under Payment Information 

click Enroll.

To enroll in auto-pay, users must have a valid email address on record 

with DataBank and the contact role designation of "Administrator" or "Billing." 

Account Administrators may add users or change roles at any time.



How to Pay Invoices

Enrolling in Auto-pay
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• Select the desired auto-pay type, fill in the required fields, and click Set Up Auto-pay:



How to Pay Invoices

Enrolling in Auto-pay
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• After selection, there will be an option to pay any outstanding balances. 

o PLEASE NOTE:  All open invoices will be listed individually. Any invoices that are past-due may NOT be deselected and would be automatically batched for auto-payment within 48 hours of 

successful enrollment.

• Any current invoice (not yet due) may be deselected for immediate payment. Those would then be scheduled to be paid around 25 days after the invoice date for 

that invoice.

• De-enrollment in Auto-pay may be processed at any time. The system will provide a de-enroll option on the My Account Screen.

ACH Credit Card



Auto-Pay De-Enrollment

De-Enroll from Auto-pay
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• De-enrollment in Auto-pay can be processed at any time. Select My Account and look for the payment information box on 

the dashboard. Select the edit icon as shown, click the Remove Auto-Pay button and follow the prompt to confirm:



Auto-Pay History

Auto-pay Enrollment History
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• All auto-pay enrollment, de-enrollment, or change activity can be seen in Recent Activity.

• Click the Home button on the left menu bar and scroll through the various dashboard options to see “Recent 

Activity."

o Click the filter option     at the top right to limit results by date range, event type, or user.

1 2



Making a One-time Payment

Paying Individual Invoices
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Invoice Status icons:
– Open invoice

– Paid invoice

– Past due invoice

Paying Online:
(Credit Card is the only payment method accepted for one-time payments)

• Click on the pay icon

• Fill out required fields:

– Personal Information

– Card information

– Billing address

• Click Submit

*Please note any Credit Card payment over $5,000 will be assessed a 3% surcharge .



Transactional History
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• The transactional History section 

contains a list of all completed 

financial transactions.

•   Icon allows you to search 

by amount.

• Click on the Trans# link to 

get more in-dept details on order.

• After clicking a particular 

transaction, the summary view 

will load, and the user will have 

the ability to download completed 

online orders.



Editing Primary Recipient of Emailed Invoices
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For users with an Administrator or Billing Contact designation, primary contact information can be edited 

by selecting the    icon on the "Company Information & Primary Billing Contact" section. 

  Clicking the      icon will open a pop-up dialog:



Billing Notification Contacts
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• Under the My Account tab, Billing Notification Contacts may be updated. 

• Select All to pull up list of contacts, 

– click on the check box that corresponds to contact to be added and hit Apply to update. 

• The    icon allows you to search for a specific person by name:

• Note: All contacts with the billing role are automatically enrolled to receive billing notifications including invoice 

emails. Any other user contact role must be added to the notification list to receive copies of invoices or any other type of 

billing communication via email.



Viewing and Downloading Documents

Compliance: Security, accounting and insurance documents
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• Security Documents are available under the Compliance Link:

• Our W-9 and Certificate of Insurance documents are also located in this area. You may need to scroll to the next 

page.

• Please note: For missing documents, contact your Account Manager.



Billing Inquiries and Invoice Questions
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• All billing related inquiries (including invoice questions, disputes, or contract questions) require a 

Billing Ticket.  

– There are two ways to open a ticket with the billing team:

• Open a Support Ticket through the portal

• Email BillingInquiry@databank.com

• All collections inquiries regarding collections, payment questions, or credit memo application 

instructions, as well as payment remittance advices should be sent to the Collections team via 

email. 

• Collections@databank.com

• IMPORTANT:  Please include company name and/or account number and the respective contract or 

invoice number in the subject line. Please include a brief description in the body of the message 

containing the most important details for the inquiry. 

• SECURITY NOTE:  If someone emails DataBank asking for invoice related information and they are 

not an authorized billing, collections, or administrator contact, the DataBank billing team will be unable 

to assist them directly until the account’s administrator authorizes the person via the portal.

mailto:BillingInquiry@databank.com
mailto:Collections@databank.com


How to Create A Billing Inquiry Ticket
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• On the left menu, under Support

–  select New Billing Inquiry.

• Select the BAN (Billing Account) if applicable.

– Add additional subscribers to receive ticket updates to the ticket by 

searching, and then clicking each name.

• Complete the required ticket fields:

– Summary

– P3 is the default priority for billing tickets 

• (other priorities are for physical service support.)

– Provide description of the inquiry. 

• *Copy/Paste of emails or images is supported

– Turn on "sensitive information" toggle 

if desired, to encrypt the information.

– Attach file(s) if needed.

– Click Submit at the bottom of the page.
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Thank you!
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