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Need Help?
If you have any questions, please contact Customer Service at:
1.800.510.8372   |   service@lgm.ca

Make Payment to LGM_EN_v1

Step 1 of 4:
Make Payment Screen

In the LGM HUB, invoices can be managed 
and paid by a single user that has 
accounting access. If there is an issue with 
your access, please contact customer 
service.

On the left menu, click Account Payments 
(1) to expand options. Click Make Payment 
(2) to view the Make Payment screen.

Note: Your account login may automatically 
take you to the Make Payment screen.

If there are multiple payees, click the radio 
button beside the Payee (3) name to 
display outstanding invoices. 

Step 2 of 4:

Paying an Invoice

Prior to making payment you can view the 
contract details of the invoice by clicking on 
the Expand (4) icon.

Note: You may download the contract 
by clicking on the P (5) icon under the 
Contract Number heading.

Check Select to Pay (6) next to the invoices 
you would like to pay.

Note: If the contract has not yet been 
modifi ed, users with accounting access can 
void contracts, if needed, by checking Deal 
Not Valid (7) beside the desired contract.

Once you have reviewed the details, select 
Payment Method (8). Payments can be 
made by Cheque, Credit Card or Bank 
Account. Enter the Cheque/Reference 
Number (9), if applicable.

Note: Credit Card or Bank Account details 
must be set up in your dealer profi le prior 
to appearing as a Payment Method.

Enter desired Comments (10), and click 
Submit (11) to continue to the payment 
confi rmation page.
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Step 4 of 4:
Payment Summary

Once the payment is confi rmed, 
Payment Transaction (14) and Payment 
Transaction Date (15) are populated.

Note: A cheque payment will not 
automatically generate a Payment 
Transaction. Payment Transaction will 
populate once the cheque payment has 
cleared the dealerships bank account. 

Once the payment is processed you can 
Make More Payments (16) or Print (17) 
the Payment Summary.

Step 3 of 4:
Confi rming Payment

Click Confi rm (12) to process payment or 
Edit (13) to cancel the payment and return 
to the Make Payment screen to make 
changes.  
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