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Introduction

The CAO Online Payments Guide helps condo corporations navigate the entire payment process in the
CAO Services Portal — from accessing invoices after filing a condo return to viewing both current and

historical invoices.

1. Visit CAO’s website at thecao.ca.

2. Click CAO Portal on the top right corner of your screen.

File a Retum Condo Calendar Tool Condo Registry Director Training Tribunal Condo Forms Q Search Site (@) CAOPortal |FR

C 0 Privesier Before You Buy Or Rent v Condo Living v Boards & Governance v Issues & Dispute Resolution v
[

Engaging and empowering
Ontario's condominium
communities
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https://www.thecao.ca/

Log in to CAO Account

1. Enter your CAO
account credentials
and click Log in.

Welcome to the
CAO Services Portal

2. If you do not have a Log in to your account
CAQ account, click o st st e 50 eton e
Create an Account 6 —
and fOIIOW the e.g., JaneSmith12
inStrUCtionS. 1 ‘ ‘ Forgot your username?

. .
HaVlng ISSUGS Wlth Forgot your password?

Create Account @

creating your account?

Check out our Guide
for Creating Accounts
and Managing Profiles
or Contact CAOQO.
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https://www.condoauthorityontario.ca/resource/guide-for-creating-accounts-and-managing-profiles/
https://www.condoauthorityontario.ca/resource/guide-for-creating-accounts-and-managing-profiles/
https://www.condoauthorityontario.ca/resource/guide-for-creating-accounts-and-managing-profiles/
https://www.condoauthorityontario.ca/contact-us/

CAO Services Portal

You are now logged into your CAO
Services Portal where you can view
invoices, make payments, file condo
returns and more.’

1. Click View Invoices & Make Returns.

Here you can also do the following for all
condo corporations linked to your CAO
account:

e Review the corporation’s
information

e Look at previously filed returns or
notices of change

e File returns and notices of change

Wﬂ::;rﬂlm CAQ Services ~
Qs

CAO Services Portal

Access Director Training

Complete director training and access your
certificate of completion.

File Returns & Notices of
Change ~

File returns and notices of change I
information filed in the return has changed.

<y

Corporation Surveys A

Complete surveys and review previous
Survey responses.

Guides and Resources My Profile Comtact Us

CAQO SERVICES PORTAL

Welcome to the
CAOQ Services Portal

Here you can access director training, file a CAT
case, file your returns, pay an invoice and more.

T
View Corporation
Information A

Access Tribunal ~

File a new case, join a case, or access an

Review the contacts and details of a condo axisting case.

corporation you are associated with.

View Returns History A View Invoices & Make

View previously filed condo returns and Payments 7

notices of change. View invoices, make a payment, or review
payment history.

.@.

=<

Redeem Invitation A

Redeem the CAO code to join a new condo
corporation.

* The ability to perform certain activities, like making payments, is restricted based on a contact’s access permissions.
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Step 1: Select your Condo Corporation

CAO SERVICES PORTAL

Invoices & Payments

Review invoices, make payments and access payment histary.

1. Review the list of condo
corporations and identify those
with unpaid invoices.

You can also use Search My T
Condo Corporation or apply on oA crocse M e

filters if you are responsible for
. Primary Role Permissions Returns Invoices
making payments for several - o B
H ' Full Access L OQutstanding U Unpaid
corporations. =]
Condo Corporation Retums Involces Primary Role Pomisslons
ALGOMA COMMON ELEMENTS CONDOMINIUM CORPORATION NO. 2627 Manager Full Access =
2_ CI|Ck on the corporation name to ALGOMA COMMON ELEMENTS CONDOMINIUM CORPORATION NO. 4654 x Unpaid Other Full Access
s t ar t th e p ay men t p rocess. ALGOMA COMMON ELEMENTS CONDOMINIUM CORPORATION NO. 4554 xUnpaid Other Full Access
ALGOMA CONDOMINIUM CORPORATION NO. 17 xQuistanding xUnpaid Other Full Access
ALGOMA LEASEHOLD CONDOMINIUM CORPORATION NO. 2 xQuistanding xUnpaid Manager Read Only
ALGOMA STANDARD CONDOMINIUM CORPORATION NO. 0001 Director Full Access
v
12 . » M Page 1 o4 10 v iemsperpage 1-100134items
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Step 2: Condo Corporation Account Summary

Your Account Summary displays
the corp(?rat!on s balance for all Invoices & Payments
outstandlng Involces. You can view a summary of the condo cor ion's i i below. O i must be settled using app! as cheque will not be pr

and may lead to late charges. For detailed instructions, please refer to the Online Payments Guide.

BRUCE STANDARD CONDOMINIUM CORPORATION NO. 9997

You can also review the details for

eaCh invoice, inCIuding the issue Qutstanding Invoices Total Payment Due
. . . . 10 remaining $3,405.56 $0.00

date, Invoice number, Invoice type,

filing year (if an assessment invoice),

>nding Clearance

. . ISSUE DATE + INVOICE NUMBER INVOICE TYPE FILING YEAR AMOUNT STATUS 7

invoice amount and status. o N 21775 6T Lot PaymentFas ] s11000 U :

. 2025/07/14 INV-21680-V2HIG2 Late Payment Fee - $110.00 X Unpaid >

1. Click Pay full balance — :

to pay the total 025/04/15 INV-21548-Q7L6T2 Assessment Fee 20242025 $1,20000 X Unpaic ,

. 2024/02/16 INV-20604-KEK1T7 Late Payment Fee - $65.00 X Unpaid N

OUtStandlng amount on the 2024/02/16 INV-20603-QOLOR4 Late Payment Fee - $119.16 X Unpaid N
corporation’s profile. : Poe 1 o1 0 v emeperpane

Active Bank Accounts
OR .
**14%208

2. Pay each individual invoice by

selecting it from the list.

Payment methods can only be added by corporations with unpaid or outstanding
E@ invoices. If all invoices are paid, a new bank account cannot be added. Once a bank
EJ account has been added, it will appear under Active Bank Accounts and can be
removed at any time by clicking the trash icon .

CAO Online Payments Guide 7



Invoice Status

The CAQ’s online payments system
displays a status for each invoice on a
condo corporation’s profile. Refer to the
explanations of each invoice status type
below.

Unpaid: Invoice has not been paid
yet.

Pending Clearance: Payment has
been submitted and is currently

Invoice Number ¥ Unpaid

INV-123456-B3521

mvoice Number + Paid

INV-123456-B3521

$1,152.00

Invoice Number H Pending Clearance

INV-123456-B3521

Invoice Number
INV-123456-B3521

{3 Under Review

being processed by the financial institution. Once processed, the invoice status will update to

either Paid or Declined.

Paid: Payment was successfully processed. A receipt is available for download for your records.

Declined: Payment was attempted, but the transaction was unsuccessful and not processed.
Review financial information and attempt payment again.

Under Review: The CAO is currently reviewing a submitted request concerning adjustments to
the corporation’s invoice amount, voting units or maximum number of votes, or the registration

date.

CAO Online Payments Guide



Step 3: Payment Methods

The Invoice & Payment Details page’

 Backtoallinvoices

provides key information about the Invoice & Payment Details

invoice, such as the issue date, due date @ PaymortOptions: Direct Depost Debit o Credit Card,or Google Pay

and more. A fee summary is also shown e

at the bottom of the page, ||St|ng the total BRUCE STANDARD CONDOMINIUM CORPORATION NO. 9997

amount and indicating whether an Invoice Number Rd) lssue Date Due Dste Filing Year

account balance” WI" be applled INV-21548-Q7L6T2 2025/04/15 2025/05/15 2024-2025

1. Select Pay by Direct Deposit to temizedimoiee T ——
pay directly from the corporation’s
bank account.™ Assessmant Fos (2024 2025 120000
Fee Summary (CAD)

2. SeIeCt Pay by Card or Google Pay Assessment Total $1,200.00
to make a payment using: Account Balance $0.00

. Total $1,200.00
a. Credit Card
b' Debit Card (Visa/MaStercard) ‘ Pay by Card or Google Pay Pay by Direct Deposit

c. Google Wallet

* The image above is a sample payment for a single invoice. The information displayed may vary depending on whether the user is paying a single
invoice or making a bulk payment.

** |f a condo corporation has a positive balance on its account, it will automatically be applied to reduce the total amount of the corporation’s next
invoice at the time of payment.

*** E-transfers are not an accepted payment method and cannot be used to pay invoices.

CAO Online Payments Guide 9



Direct Deposit: Terms and Conditions

Paying by direct deposit requires you to agree to the following terms and conditions before proceeding
with your payment.

1. Read and confirm that you understand the terms and conditions.

2. Select 1 agree to confirm and proceed.

Payment Disclaimer

I understand and agree to the terms and conditions

By clicking agree, | agree to allow CAO to take a one-time debit payment
from my or my corporate account's bank account for the specified
amount. | also confirm that all persons authorized and required to sign for
and approve payments from this account have agreed to this.

| also agree to CAQ collecting, using and sharing my information to
process this and other future payments, if needed.

| understand | have recourse rights if a debit payment does not comply
with this agreement, is made in error or without authorization. For more
information about these rights or how to cancel this payment
authorization, | may contact my financial institution or visit
www.payments.ca to provide information on cancelation via written
notice within 10 business days.

o [N

CAO Online Payments Guide 10



Direct Deposit

Paying by direct deposit allows you to securely add and save” your condo corporation’s bank account
information to CAQ’s online payments system through one of the following options:

a. Add Bank Account (Online

Banking) Cqéog“mﬂ.”,m” CAQ Services v Guides & Resources My Profile v Contact us
. . . y < Back
Slg.n into yqur corporation’s Pay Now
Onllne banklng a.nd SeleCt the Select your preferred payment method and follow the prompts to complete your payment.
preferred account for making Fee Summary (CAD)
the payment Pay By Direct Deposit Assessment Total $189.00
Payment Amount: $189 Account Balance $0.00
Total $189.00

b. Add Bank Account ( : 2

(Manually) @
Enter the preferred account ® CondoEstate - w+rerse7 |< c
details manually, including the:

e Account number
e Transit number
e Institution number

c. Existing Accounts

Details of added bank accounts will appear below the two payment options buttons. Select the account
you want to use for the transaction. To remove an account, click Remove Account. Once removed, the
account cannot be used again unless it is re-added by following steps a or b.

CAO Online Payments Guide 1



Add Bank Account (Online Banking)

If the condo corporation has online banking set up:

1. Click Add Bank Account (Online Banking).
2. Read and confirm that you understand the terms
and conditions of Flinks Services application. Click

Agree and Continue.

3. Select or search for the condo corporation’s
financial institution.

CAO Online Payments Guide

Pay By Direct Deposit

Payment Amount: $110

@

Add Bank Account (Manual)

This application uses Flinks ® to connect
your account

. —
am |nformation Flinks collects

v
+7 Information shared with this application v
~

@ Yourinformation, your choice

hiy us nt. By cor
agree to
Agree and Continue

& flinks
Select your institution

& Flinks is trusted by 500k+ monthly users to securely connect their
account

TD

td.com

RBC

rbcroyalbank.com

BMO N
bmeo.com

@
@
Q, Search 100+ financial institutions < 3
>
@
>
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4. Securely log in to the corporation’s bank account using their online banking credentials and
follow any instructions. Banking login information will not be stored by or accessible to CAO. Click
Continue to proceed.

5. If multi-factor authentication is enabled on your account, answer the security questions to
confirm authorization to your account. Click Continue to proceed. If multi-factor authentication is
not enabled, skip to Step 6.

6. Select the preferred account for payment. Click Continue to proceed.

7. You will be redirected to the Pay Now screen and the account details will appear below. Click
Submit Payment.

TD Canada Trust
Log in to your TD account Enter your security code e
Sign in with 2-factor authentication Select one TD account to connect 6

Username or Access Card
234567543435456657

What shape do people like most? ® Chequing CAD (***1000) ‘

=~ $50,000.00 CAD

Passward J
.

| circle ‘

Forgot your password?

| Continue |
= Continue
Your data is secured by 256-bit encryption. Flinks will never share your credentials.

Add Bank Account (Dnline Banking)

Add Bank Account (Manual)

CAO Online Payments Guide 13




Add Bank Account (Manual)

If the condo corporation does not have online banking Pay By Direct D9p°5|t
set up or prefers to add these details manually: Payment Amount: $110

2. Enter the corporation’s bank account
information, including: < 1

e Company name

Institution number
Account number | Please enter your banking information |

Transit number
Address, city, province, postal code

1. Click Add Bank Account (Manual).

3. Click Add Account. This securely saves a

{11 corpare o banKing Iormation

allowing future authorized payments to the

CAO without the need to re-enter details

each time.
4. The newly added payment method will
display and be automatically selected. ® Testng1-weesr (NI

Click Submit Payment to pay the total

amount.

CAO Online Payments Guide 14



Credit or Debit Card
Credit card and Debit Visa/Mastercard

) Pay Now
are also accepted payment methods in L oo s R0
CAOQO’s online payments system. ' e
Total 5110.00
Credit cards accepted: R

L Vlsa o @) B 0 e EE:_E
e Mastercard

e Discover < 1
e JCB

e Union Pay

1. Enter the card’s information to make e X 2
a payment:

Cardholder name: Individual’s name as it appears on card
Card number: 16-digit number

Card expiration date: Month/Year

CVV: 3-digit security code on back of card

2. Enter and verify the card information, then click Checkout.

CAO Online Payments Guide 15



Google Pay

Google Pay allows you to sign into the condo corporation’s
digital wallet to pay CAO invoices. Payment methods can
be saved in your Google Wallet beforehand or added
during the payment process.

1. Click the Google Pay icon.

2. Enter the condo corporation’s Google Account
credentials to sign in. You'll need the email address or
phone number, and password associated with the
account.

If already logged into your Google account, you can

automatically select the account to pay the total
amount.

CAO Online Payments Guide

Pay Now

G

Signin

Use your Google

Choose one of the following express checkout options or enter payment

details manually
1

Payment Method
e - MO Y-

Cardholder Name

Card Number

MM/YY ow @

Total $110.00

accounts.google.com X

Account 7 i -

Forgot email?

Email or phone

Not your computer? Use a private
browsing window to sign in. Learn more
about using Guest mode

Create account m

16



3. Select the payment card you would like to use from
those listed in your Google Wallet.

4. Click Pay once your preferred card has been

selected.

5. Click Checkout to submit the payment for the total

amount.

Pay Now

Payment Method

GPay VEa Card ending with 1111

Back

CAO Online Payments Guide

Edit

Total $110.00

pay.google.com X

G Pay o

Test Card: Visa
VISA >

Visa ==1111

By continuing, you create a Google Payments account and agree to the Google Payments Terms of
Service. The Privacy Notice describes how your data is handled.

Your payment method won't be charged because you're in a test environment

Pay QA Merchant 1 CA%$110.00

@ Your payment details are encrypted

Fee Summary (CAD)

Total Fees $110.00
Account Balance $0.00
Total $110.00

17



Step 4: Transaction Approved

Direct Deposit (Pay by Bank)

Once the payment has been submitted
by direct deposit:

1. You will receive a transaction
confirmation email verifying that
your payment status is Pending
Bank Clearance —sent to the email
address associated with your CAO
account, which is linked to the
corporation’s profile.

Direct deposit payments may take
up to five business days to process
and will be reflected in the system’s
Invoice Status.

2. You will receive another email when
the payment status is updated to
either Paid or Declined.

)

———————
Condominium
‘ a o Authority of
Ontario
1
Please see below for the status of your payment:

Payment Status: Pending Bank Clearance

+ Condo Name: STORMONT COMMON ELEMENTS CONDOMINIUM CORPORATION NO. 504

+ |nvoice No.: INV-21800-Y2D9X6

+ Amount: $189.00
Please note:
This transaction may require up to five business days to clear. You will receive another email indicating whether your payment was
successfully submitted to the bank.

Need to pay another invoice?

1. Log in to your account at www.condoauthorityontario.ca

2. Under the “CAO Services Portal”, select “View Invoices & Make Payments”.

3. On the “Invoices & Payments” page, select your condominium corporation. You will be directed to a page with your invoices
list.

4. Select “Pay Full Balance” and choose the payment type.

5. Follow the prompts to complete your payment.

View the full guide to the online payment process here.

Contact Us if you have questions.

3. If the transaction is successfully paid, you can download the receipt by clicking the link in the
status update email or at any time through CAQO’s My Services Portal.

CAO Online Payments Guide
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Card and Google Pay

Once the payment has been
submitted using an approved
credit card, debit card, or Google
Pay, a confirmation message
will appear above the invoice
summary verifying that the
payment was successfully
received.

1. To save financial records
for the condo corporation,
select Download Invoice
or Receipt.

You can either save the
invoice or receipt digitally
or print it after opening the
PDF.

2. Exit the page by clicking Back to all invoices, clicking the CAO logo in the top-left corner, or

closing the browser window.

CAO Online Payments Guide

< Backtoall invoices

Invoice & Payment Details

° Thank you for your payment!

You can download your receipt(s) or invoice(s) for your records.

BRUCE STANDARD CONDOMINIUM CORPORATION NO. 9997
Invoice Number v Paid Issue Date

INV-21775-J6T1NO 2025/07/30

Itemized Receipt
PAYMENT FOR

Late Payment Fee

Late Payment Fee Percentage

Payment Summary (CAD)

Paid By Card
Payment Date 2025/08/18 16:63
Total Fees $110.00

Balance Applied $0.00

Total Received $110.0

VOTING UNITS

Due Date

2025/08/29

AMOUNT

$50.00

$60.00

19



CAO Online Payments System Tips

Session Timed Out

Once you select a payment method
from the invoice page, you will have 15
minutes to complete the transaction. If Your session ras timed out

not, a message will appear —as shown B e e e 0% et
in the image —and you will need to

restart the payment process.

Session Timeout

g

Invoice Review

Sometimes an invoice is under review

following a submitted request to Invoice Undor Roviow
review and adjust the amount. You will )
be unable to access the invoice This invoice is under review
We are currently reviewing your invoice and will be available within 5

H 1 busi days. If d assist; , pl 11 CAQ duri |
details until the status has been business hours at 416.901 9356 or (ol frac 844-880-5341, or send s
message via the Contact Us page.
updated by CAO.

CAO Online Payments Guide
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< Hack to all rvoiges

Locked for Online Payment Invoice & Payment Details
. . . . The payment |s locked for the next 15 minutes.
A message may display indicating e A
that an invoice is locked for e e
payment for the next 15 minutes.
BRUCE STANDARD CONDOMINIUM CORPORATION NO. 9997

ThIS happens When Someone eISe Invoice Number x Lingut Imwoice lssua Date Due Data Filing Year
is trying to pay the same invoice at ~ INV-16122-Gscano SoRpie samoua i
the same time or if you have itemized Invoice S | e I)
another active payment session e — - s
open. If this message appears, . | o ™ e
check in with other members of
your condo corporation and wait 15

. . . A t2 .
minutes before trying again. Once the ceon T time

has passed, the invoice will be available for payment. **ER*456

Deleting Bank Accounts

To delete a condo corporation’s bank account from

the CAQ’s online payment system, navigate to Condo confitm Deteton

Corporation Account Summary and then Active |

Bank Accounts. Click the trash icon and then Yes, Are you sure you wish to dslete this bank account?
. . Deleting a bank account is irreversible and you will have to input the

Delete tO Conf|rm The account W|" be removed from information again if you want to use the account in the future.

the corporation’s profile and no longer accessible for
payments.

CAO Online Payments Guide 21



Best Practice Suggestions

The CAO developed these suggested best practice solutions to help your condo corporation simplify its
online payment process, improve efficiency and adhere to accounting best practices.

Current Practice

Suggested Alternative Practice

Two signatures on Cheques
— Our condo corporation requires two

1. Print your unpaid invoice from CAQ’s online payments
system.

—_—
~*1 signatures on cheques for payment 2. Use our Online Payment Authorization Form Template
authorization. as an invoice cover page with the required signatures.
] ] As a best practice, all payments to CAO should be made
Direct Deposit Account using the condo corporation’s bank account.
$ We currently use our condo management
— (p:ro(\;ider’s account to make payments to This eliminates the need to remove or update account
AO.

information if your condo corporation changes management
providers and helps ensure that payments are made from
the correct account.

Condo Management Provider Account
q A condo management provider pays the
E corporations invoices and uses their bank
HH account to do so.

What if our corporation changes
management providers or becomes self-
managed?

If a condo management provider’s account is used for
making payments and needs to be removed:

1. A Full Access user needs to log into your CAO
account and access the corporation’s Invoice and
Payments Account Summary page.

2. Navigate to Active Bank Accounts and click the trash
icon to remove the bank account.

CAO Online Payments Guide
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https://www.condoauthorityontario.ca/wp-content/uploads/2023/10/CAO-Online-Payment-Authorization-Form-Template_Final.pdf
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