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1. Accessing the Payment Portal 

Visit the following link to log in to your WorkWave Payment Portal: 

https://workwave-customer.highradius.com/RRDMSProject/signin.do 

Use the billing email address associated with your WorkWave account to sign in. 

 

 

If you experience issues accessing your account: 

• Call: 800-762-0301 (Option 5) 

• Email: billing@workwave.com 

• Hours: Monday–Friday, 8:30 AM–5:00 PM EST 

  

https://workwave-customer.highradius.com/RRDMSProject/signin.do


 

 

2. Viewing and Downloading Invoices 

1. Navigate to the Invoices tab. 

2. Select the Open Invoices tab to view outstanding invoices. 

3. Check the box besides any invoice(s) you wish to view. 

4. Click Actions → View Invoice to download the invoice as a PDF. 

 

 

 

 

 



 

 

3. Making a Payment 

1. Go to the Invoices tab and select Open Bills. 

2. Select the invoice(s) you wish to pay. 

3. Click on Pay Selected Bills 

4. Choose your preferred payment method (ACH or credit card). 

5. Adjust payment amounts if necessary. 

6. Click ‘Pay Now’ to complete your transaction. 

 

Tip: Use the Advanced Search filter to locate specific invoices quickly. 

 

  



 

 

4. Viewing Payment History 

Navigate to the Payment History tab to review your completed transactions and download 

payment receipts. 

 

  



 

 

5. Updating Payment Methods and Contacts 

1. Go to the Administration tab to manage payment methods. 

2. Add or remove ACH accounts or credit cards. 

3. Under Preferences, you can enable or modify autopay settings. 

4. Under Contacts, add or remove employee contacts who require portal access. 

 

 

  



 

 

6. Frequently Asked Questions (FAQs) 

• Q: What if I forgot my password? 

A: Click 'Forgot Password' on the login page and follow the instructions sent to your email. 

• Q: Why can’t I see my invoices? 

A: Ensure you are logged in with the correct billing email address associated with your account. 

• Q: Can I make partial payments? 

A: Yes. You can modify payment amounts before submitting payment. 

• Q: Can I schedule payments for a later date? 

A: Yes. Use the 'Pay Later' option when making a payment. 

• Q: Who do I contact for additional support? 

A: Please call 800-762-0301 (Option 5) or email billing@workwave.com during business hours. 

  



 

 

Secure payments processed through HighRadius using bank-level encryption. 

Contact: billing@workwave.com | Portal: https://workwaveuat-

customer.highradius.com/RRDMSProject/signin.do 
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