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Key Features: 

 View invoices online 

 Pay invoices 

 View payment history 

 Download account statements 

 
Welcome to the Mood Billing Portal! You’ll be able to manage your billing needs from this website. 

Users of this website will receive an email to set up their account. Click on the Create your password link and set up a 
password to begin. *If you need access to this site, please contact us via live chat or web form at 
support.moodmedia.com 
 

 
 
Access your account at the login screen using your identifier number (6 or 7 digits long) and your newly created 
password. If you forgot your password, use the Forgot your password? link to reset it. 
 

 
 
 
 
 
 
 

https://moodmedia.custhelp.com/app/home
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On the home tab, you’ll get a dashboard view of your account standing. You’ll see things such as number of new 
invoices, overdue invoices, and total outstanding invoices. 

 
To export this data, click on the magnifying glass on the bar graph. You will be able to export the graph in various 
formats on this page.  
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On the account statement tab, you can view a list of your invoices, their invoice date, due date, invoice amount, 
download an account statement and more. You can also make a payment on your invoices from this tab. 
 

 
 
Use the View PDF button on the left side to see a PDF version of your invoice to save to your computer or print out as 
you wish. 

 

On the Invoices Tab, you can view all available invoices on your account. 

 

Using the top-left All button, you can filter by open, paid, new, overdue invoices, and more. All invoices are shown by 

default. 

You may also pay invoices from this tab. Simply check the box next to the invoices you would like to pay and click the 

Pay button. 

Clicking View Details will take you to a page where you can view your invoice in PDF format and make a payment. 
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On the Payments Tab, can view all previously made payments. 
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You are able to make Payments from either the Account Statement tab or the Invoices tab.  
 
Navigate to the Invoices tab and check the box next to the invoices you would like to pay, then click Pay.  
 

 
 
If you do not have a payment method on file, you must add one before making a payment. Select Add a payment 
method or choose an existing payment method. You may use card, checking, or savings accounts for payment. 
 

 
 
You may choose to Pay Now, on the invoice due date, or on specified date. 
Confirm everything on this screen looks correct before clicking the Pay button. 
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Alternatively, if you would like to make a lump-sum payment (specified dollar amount), from the Account Statement tab 
check the box next to the invoice(s) you would like to make payment on and click Lump-Sum Payment. 
 

 
 
Enter the amount you would like to pay and click OK. 

 
 
Then, follow the same prompts as shown in the How to Make a Payment above. 
 

 
To setup Autopay, navigate to the Account Statement tab and click the Edit Autopay button. 

 
 
You must add a payment method before setting up autopay. If you do not have a payment method on file, add one 
before proceeding.  
 
Once a payment method is added, check the box next to the payment method you wish to use for autopay. 
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If everything looks correct, click the Enable Autopay button on the bottom left-hand corner of the page. 
Once enabled, your invoices will be paid on a regular basis as they are available. To view Payment Status of your 
invoice(s), check the Payment Status column on the Account statement tab. Hover over the (i) icon, if available, for 
more information. 
*NOTE: Enabling Autopay will also make a payment to your outstanding invoices.  
 

 
To disable autopay or to use another payment method for autopay, click the Edit Autopay button on the Account 
Statement tab. 

 
 
On the next page, you will be able to change your payment method or Disable Autopay if you wish.  
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To obtain an Account Statement, navigate to the Account statement tab and click the Download Account Statement 
button on the right side of the page. You can choose to view it as a .csv or .pdf file. 

 
 

 

To update your contact information, click the User Settings icon on the top-right of the page and select Personal 

Information. 

 
 
To update your email, edit the Email Address field. Click Save after making your changes. 

 
You may also change your invoice delivery method from this page. 
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1. Log in to your main account. On the upper right-hand side of the screen, click this icon and select Setup 

 
 

 
 
2. On the left side of the screen, select the My personal information tab and then click the Quick access tag button to 
copy the information you need to your clipboard. You may want to paste it somewhere like a notepad until you 
complete the next steps. 
 

 
 
3. Log out of your main account and login to the billing account you wish to tie to your main account.  
*If you do not have access to your other billing account, please contact our customer service department for access. 
Open the setup menu again and select the My quick accesses option as shown below. 
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4. Create a new quick access. Paste in the quick access link you copied from the other account and enter the password 
for the other account and click the Save button. Your screen should look similar to the below screenshot. 
 

 
 

 
 
5. Log back into the first account and go to the setup menu and then the Quick accesses option. Select the Validate link 
next to the "currently connected" option. 

 
6. Enter the password to validate the account. 
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After these steps has been completed, you can quickly switch back and forth between the two accounts. 
 


