
Continuing Education Provider – Payment Process  

This document details the steps to be taken by CE Provider Company Administrators to 
successfully complete payments. 

The designated CE “Admin” will receive an email with the subject “Notification of Fees Due”. 
Please see the sample below: 

 

To pay the accreditation fee associated with accreditation request submissions, the CE Provider’s 
designated “Admin” is required to log in to the registrant portal to review open invoices and make 
payment.   

Step 1 

• Visit the College of Opticians public website (www.collegeofopticans.ca). 

Step 2 

• Click “Registrant Portal” at the top of screen to be redirected to the Registrant Portal. 

 

 

https://www.collegeofopticans.ca/


Step 3 

• Log in to the Registrant Portal using the credentials securely provided via email by the 
COO Staff to the CE Provider Company Administrator. 

                                   

Step 4 

• Click on your company name in the top left corner as seen below.  
• Once logged in the “About Me” page will be visible. (Please disregard the No records found 

text displayed, it will clear once the system calibrates and recognizes the user details). 
 

 

• The company profile and Financial tab will be displayed as seen below. If there are 
open invoices awaiting payment, the alert seen below will be displayed until 
payment is completed. 



 

Step 5 

• Review the profile to ascertain open invoices and payments made.  
• Once payment is made the status becomes Paid. You may print a receipt if 

required. 

                                     

 

 

Step 6 

• To pay an outstanding invoice, click the checkbox under Pay, to the left of the 
Invoice number to update the total. 

 



• Note that you may pay for more than 1 invoice at a time, but it is advisable to pay 
open invoices separately for ease in record keeping. 

Step 7 

• Click Update Cart once the total is confirmed. 

 

• You will be redirected to the Invoice Summary page for payment processing. 

 

• Add credit card details and select Choose another address to include the billing 
address for the card. Then select Submit Order.  



 

 

• Once Payment is successfully processed, you will receive a Thank You message 
and confirmation emails.  

 

 

Confirmation Emails 



 

 


