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This guide explains how to navigate and use the POOL360 website, an eCommerce system for both customers and 
employees. Please contact support@pool360.com with any questions. 

ACCOUNT CREATION AND LOGGING IN 

To begin, navigate to POOL360.com. Users who have received a login from an administrator should follow the 
instructions in Received a Login From an Administrator, otherwise, follow the instructions in Creating a POOL360 
Account. Once a user has created their account, proceed with Logging Into POOL360. 

RECEIVED A LOGIN FROM AN ADMINISTRATOR 

When an Account Administrator creates a login for a new POOL360 user on the same account, they enter that new 
user’s email address and name and assign a user role. After the Account Administrator clicks Create User, an email 
containing a link to POOL360 is auto-generated and sent to that new user’s email address. The user will click the link and 
click Forgot or need to change your password? 

 

A new window will open, and they will enter their Email Address. Then, they will click the Send verification code button. 

 

Once verified, they will be prompted to create their new password. 
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CREATING A POOL360 ACCOUNT. 

New POOL360 users will click Log In, Sign in/Register, and finally Sign up now.  

    

The system will ensure that the email address provided is valid and that the user can access it as part of the security 
process. Click the Send verification Code button. 

 

The user will receive an email from Microsoft B2C on behalf of POOLCORP containing a 6-digit verification code to enter 
in the Verification code field. Click Verify code. 

 

NOTE:  The verification code is only valid for a couple of minutes. 
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Once the email address has been verified, enter the requested information: New Password, Confirm New Password, 
Account Number, webkey, First Name, and Last Name. Account numbers and webkeys can be found on the monthly 
statement or by contacting a branch.  

       

LOGGING INTO POOL360 

To log into POOL360, navigate to pool360.com, click Log In, and then Sign In / Register. 

 

 

Enter the account Email Address and Password, and click Sign in. 
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CHANGING/FORGOTTEN PASSWORD 

If a user forgets their account password or wishes to change it, click the Forgot or need to change your password? 
button on the login page. 

 

Enter the Email Address and click Send verification code. 

An email containing a verification code will be sent to the provided email. Enter it in the Verification code field and click 
Verify code. Alternatively, request a new code by clicking Send new code. Once verified, click Continue.  

Enter a New Password, Confirm New Password, and click Continue to set the new password. 
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SELECTING AN ACCOUNT 

After logging in, the system opens to the Select Account page. From here, set the account’s options with the Select Bill 
To, Recipient Address, and How do you want your items? selections. When finished, click Continue. 

Before paying any invoices, users must ensure that the Bill To set on the account is connected to the invoices they wish 
to pay. 

 

For this example, the customer’s Bill To address is in Frisco, Texas, but their receiving address is in New Orleans, 
Louisiana. The account is set up for store pick up in New Orleans.  

NOTE:  To pick up an order at a different branch, change the branch before adding items to the cart. 

Users with multiple account numbers do not need multiple user logins, but they will need to email 
support@pool360.com with the email address used for their POOL360 user login and a list of account numbers to 
associate them with the same account.  

Once support has completed the request, click Your Sales Center to select and Set as Sales Center. 
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HOMEPAGE OVERVIEW 

ACCOUNT MENUS 

At the top of the page are Contact Us, Location Finder, Pay Now, the language selector (globe icon), Dashboard 
(envelope icon), and a display of the percentage of credit used on the current account. 

 

Beneath, there is the My Account drop-down, along with Quick Order, Buy Again, and the shopping cart.  

 

Contact Us brings up a contact form for POOL360 support, along with a list of contact information for global POOLCORP 
Support Departments. 

The Branch Finder allows the user to search for branches by postal code, city, location, or radius. 

 
Pay Now will bring up the Invoice History page, where users can pay their invoices by clicking the Invoice Payment 
drop-down. 

 

mailto:support@pool360.com


POOL360 ECOMMERCE USER GUIDE  

Updated January 12, 2026 Page 8 of 48 Please contact support@pool360.com with any questions. 

The language selector displays initials indicating the language in use. Clicking this drop-down menu allows the user to 
select the language used on the POOL360 site. 

 

Clicking the envelope icon will bring the user to their My Account Dashboard. 

 

Hovering over the percentage icon will display a snapshot of Account Balance, Credit Limit, and Credit Used. Clicking 
this icon will open the Accounts Payable page.  
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The My Account dropdown menu is the single menu option with all other pages listed. These pages will be 
demonstrated throughout the guide. 

 

The buttons next to the My Account drop-down link to the Quick Order page, Buy Again page, and the shopping cart, 
respectively. These pages will be described in more detail throughout the guide. 

PRODUCTS AND BRANDS MENUS 

To shop by product categories, use the drop-down menus located in the top-center of the page. Users can drill down to 
more specific product categories to find what they need. 

 

For example, click the following: Pool and Spa Products link > Pool and Spa Equipment link or image > Pool Pumps link or 
image> Pumps. Each of these categories has a more granular drill-down, and it helps drive the customer to the products 
they are looking for. 
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To shop by brands, click Brands and toggle the letter or number menus to see brands beginning with that character.  
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SEARCHING POOL360 

POOL360 offers many options to help users find the products they are looking for. This section will go over the available 
features. 

POOL360 UNLOCKED 

POOL360 Unlocked makes the entirety of the POOL360 inventory available to all customers, regardless of where they 
are shopping from or where the products are stocked. This means, for example, a customer who usually works out of an 
Arizona branch but knows they will be in Louisiana for a job can create a Pick Up order for a branch in Louisiana, or a 
customer can have an item available only in a particular branch shipped to their store if needed. 

When a user chooses Pick Up under the How do you want your items? menu, they may see a prompt from their 
browser requesting permission to use the user’s location. If the user grants the browser permission, POOL360 will 
geolocate the user and center the default location results on those near them. The user is free to choose ANY branch to 
show different results, but this will help them see what products are available nearby first. 

SEARCH FIELD 

Search for products using the search field. Clicking into the search field displays the search history for the ten most 
recent searches. To search, enter a keyword, an item number, a part number, or a product description.  

 

For this example, the search was for a filter. The system provides product suggestions with thumbnail images as the 
product name is typed. Click a search result to open its product details page. 

 

TIP:  Enter a full product number in the search bar and press enter to go directly to the product page. 
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POOL360’s search can also show results when a term is misspelled. In this example, a search was run for muriatic acid, 
but the word was misspelled. POOL360 auto-corrected the entered text and listed the products with the correct 
spellings. 

 

 

SEARCH RESULTS 

In this example, several results appeared for filters. Search Filters appear on the left.  
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Notice the product is labeled In Stock. Click the information (i) icon next to In Stock to view more detailed information. 
Other locations that may also have the product in stock are also listed. This shows that the product is typically stocked at 
that branch.  
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By choosing Pick Up Now as the Fulfillment Method and selecting a Pickup Branch, whether a product is branch-
stocked can be determined. If a product is to be delivered, the system will look at the home branch for stocked items. 
Whether the items are stocked or not, they can be purchased and added to the cart. 

FILTERS 

Use the Filter menu to refine searches further. The example shows many results; by selecting Palmdale, CA, in the 
Branch Available filter, only products available in the Palmdale branch will display. 

 

NOTE:  The Branch Available and Branch Stocked filters will only display what is available at the branch selected 
in the Your Sales Center drop-down. 

PRODUCT PAGES 

In this example, the product searched was PUR-10-414. Since the Product Number was searched, the system skips the 
search results page and displays the product page. The product page contains basic product information, along with an 
image. Click the image to view it in better detail.  
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A basic product description is toward the top, but a retail marketing description is in the middle of the page, providing 
additional details. Any documents, such as Install Guides, SDS Sheets, Ops Manuals, and Tech Manuals, are listed under 
the Documents heading.  

 

The page will display information such as branch availability and stocking status, product specifications, and Proposition 
65 warnings. It will also list any featured specifications available for the products.  

mailto:support@pool360.com


POOL360 ECOMMERCE USER GUIDE  

Updated January 12, 2026 Page 16 of 48 Please contact support@pool360.com with any questions. 

Click the Parts & Schematics diagram to view more details. Scroll down to view individual parts in the Legend. Links to 
parts pages are provided. Parts can be added to the cart without visiting the product page. 

 

Continuing to scroll down, Accessories that are frequently purchased with this item are listed.  

 

If the specific product the customer is looking for is not available, product substitutes will be listed in the Legend.  
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SHOPPING: USING THE CART AND CHECKOUT 

CART 

To access the shopping cart, click the cart icon. The following example shows that one (1) item is waiting to be 
purchased.  

 

The shopping cart page opens.  

NOTE:  To see what products are in the cart without navigating away from the current page, hover over the cart 
icon to display a snapshot cart view. 

 

The Quote Number field allows customers to enter their quote number provided by branch representatives. After 
entering the quote number, click the blue double arrows button, and the system will load products and quantities based 
on the quote. 
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To add a line-item note to a product in the cart, click Add Line Notes, enter the note, and click out of the field. The 
system automatically saves the note. To hide them, click Hide Line Notes. 

NOTE:  Line Notes will follow the product through delivery and will be included on the delivery slip. 

  

 

To update the quantity of the products to be purchased, edit the Qty.  

 

To remove an item from the cart, click Remove under the product thumbnail. To remove all items from the cart, click 
Remove All. To remove multiple items from the cart, check the Select box next to each product to be removed, and click 
Remove Selected.   
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Products in the cart can also be added to lists. Click Add to List under a product thumbnail to add an individual product 
to a list, or click Add All to List to add all products in the cart to a list. 

 

To use a promotion code on the order, enter it in the Have a Promotion Code? field and click the blue double arrows to 
apply it.  

 

To view the Terms & Conditions of Sale or the Return Policy, click the links beneath the Checkout button.  
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When ready, click Checkout to begin the checkout process. 

 

NOTE:  Any items marked as Backordered may be purchased, but will be delayed. 

CHECKOUT 

The Checkout page is where fulfillment methods, billing addresses, and shipping addresses can be selected.  

To begin, select either Ship to Address or Pick Up for How do you want your items? 

For either option, the Billing Address is where the order will be billed to. To change it, click Select Saved Address to 
open the Address Book and select a different address.  

 

For orders where Ship to Address is selected, the order will be shipped to the address displayed. To change this, do one 
of the following: 

• Select Saved Address: Click Select/Create Saved Address, and click Select next to the desired address.  
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• Create Saved Address: To add a new address and save it for future shipments, click Select/Create Saved 
Address, click Create New Address, and enter the address details. All fields marked with an asterisk (*) are 
required. When finished, click Save.  
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• Ship to One-Time Address: To ship to an address without adding it to the address book, check the Ship to One-
Time Address box and fill out the address details. To add it to the address book, check Save to Address Book.  

   

For orders where Pick Up is selected, the order will be picked up at the displayed Pick Up Branch. To change this, click 
Find Branch. In the Select Pick Up Branch window, use the Search Locations field to find the desired branch, then click 
Select.  

 

To add order notes, enter them in the Add Order Notes—Gate Codes, Shipping Instructions, etc. box. These notes will 
be associated with the order during the delivery process.  

 

Review the Order Summary, and click Continue when ready.  
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CHECKOUT – REVIEW & SUBMIT 

The Checkout – Review & Submit page is where billing, fulfillment, and payment details are finalized before the order is 
placed. 

 

Confirm that the Billing Address is correct or click Edit to change it.  

Confirm that the Shipping Address or Pick-up Branch (whichever applies to the order) is correct or click Edit to change 
it.  

The options available under Fulfillment Method will be different depending on the chosen method on the previous 
page.  

If Ship to Address was selected, choose Poolcorp options or UPS from the Select Carrier drop-down menu.  
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When Poolcorp Options is selected, use the Select Service dropdown menu to choose from the following options:  

 

• Economy Lowest Cost Method – This allows, at the branch’s discretion, to find the cheapest and quickest 
service option for the customer.  

• Poolcorp Route Delivery – This is the delivery of products using POOLCORP trucks and routing. The price can 
vary by branch.  
 

When UPS is selected, choose from 2nd Day, Next Day by 11 AM, or UPS Ground shipping options.  

 

Optionally, select a date for Request Delivery Date (optional).  

 

For Pick Up orders, Select Carrier is not applicable and is grayed-out. From the Select Service drop-down, choose Pick 
Up Now or Pick Up Later.  

 

• Pick Up Now: Items in the order will be pulled within an hour and made available from the Priority lane at the 
branch or brought out to the customer’s vehicle.  
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• Pick Up Later: The branch will put a hold on the items in the order, but they will not be pulled until the customer 
arrives at the branch. Optionally, select a date for Request Pick Up Date (optional). 

 

For all fulfillment methods, select a Payment Method and enter a PO Number (if applicable) under Payment Details.  

 

An additional Payment Method, Pay Now, is available exclusively for Pick Up Now orders. 
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To edit the branch the products are ordered from, either update an individual product using the Edit Branch drop-down 
next to it, or update all items at once by selecting an option under Edit Branch For All Items.  

 
NOTE:  If an order contains products from different branches, a different invoice will be created for each branch.  

View the Order Summary to see the Subtotal, Tax, and Total amount that will be billed for the order at this time. Note 
that Shipping & Handling is listed as TBD – this is determined by the branch(es) fulfilling the order and will be billed at a 
later time. Reach out to the branches fulfilling the order for more details. 

 

Once satisfied with the details of the order, click Place Order. This sends the order directly into Prelude. 
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The confirmation page will display the Order Number, the Account the order was placed under, Ship To or Pick Up 
information, and the item numbers of the products ordered.  
 

USING THE MY ACCOUNT DROP-DOWN MENU 

ORDER AND INVOICE HISTORY AND DETAILS 

To confirm that an order went through, or to view order status, click Order History from the My Account drop-down 
menu.  

 

Initially, No orders found may display. This is because the system looks for the most recent open order to display quickly 
in Order History. Click the down arrow for the Filters menu to change the dates and the status to prompt the system to 
return results for more orders.  
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The Date From and Date To filters can be adjusted to look back by days or months. The Order Status defaults to search 
for Open orders, but can also search for Invoiced orders. PO Number, Order Number, and even Order Total can be 
filtered. Make any necessary changes to the filters and click the Apply button. 

 

In the following example, if the customer searches for an order that has been invoiced, either the Order or the Invoice 
link can be clicked to view.  

 

For information about backorders, click Download Back Order Report. 
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The Order Details page displays Billing Address, Shipping Information, and other information about the order. Click 
Reorder to add everything in the order to the cart.  

 

Next, if an order was invoiced, click the Invoice Details link. Notice there is a link back to the order. No matter where in 
the system, there is a link back to the other, whether in the Invoice or Order view.  

 

Another way to view Invoices is by accessing the My Account dropdown menu and clicking Invoice History.  
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Click the down arrow for the Filters menu to change the dates, prompting the system to return results for more invoices. 
Other fields that can be filtered are Ship To, Invoice #, Order #, and the option to Show only open invoices. Click the 
Apply button. 

 

Just like in Order History, if the customer searches for an order that has been invoiced, either the Order link or the 
Invoice link can be clicked to view it.  
 
Customers who have credit card tokens on file or ACH set up with POOL360 Pay can open the Invoice Payment drop-
down and select Pay Full Balance, Pay Other Amount, or Select Invoices to Pay to pay their invoices. Customers will use 
Manage Payment Accounts to make changes to their POOL360 Pay, logging in with their POOL360 Pay credentials.  
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Customers can opt in to receive monthly statements. To manage statement options, navigate to Statement Options 
from the My Account drop-down. From the Statement Option drop-down, choose Opt In or Opt Out. Then enter and 
confirm an email address, agree to the terms and conditions, and click Submit.  

If opting in, the submission will be reflected in Prelude.  

RETAIL PRICING, YOUR COST, TIER PRICING, AND GLOBAL MARGINS 

When looking at product pages, dealer cost and Retail Price are displayed. A Global Margin is used to activate the Retail 
Pricing. Tier Pricing can also be used. Sometimes it makes more sense to set Retail Price at Cost Tiers, so, for example, 
anything from 1 cent to $25 is a 35% margin, and so on. Additional rows can be added as needed, and the system will 
validate entries to make sure margins are not crossed. When all margins are entered, click the Save All Settings button. 
If a branch location is specified, these updates can be seen during the next search.  
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If an employee wants to hide dealer cost and only show the Retail Price, they should click the My Account dropdown 
menu, then click the Retail Mode checkbox to enable it. The only price that can be seen is the Retail Price.  

 

With the Retail Mode enabled, dealer costs will not be seen. Disable the Retail Mode checkbox to see dealer cost. 

    

mailto:support@pool360.com


POOL360 ECOMMERCE USER GUIDE  

Updated January 12, 2026 Page 33 of 48 Please contact support@pool360.com with any questions. 

OTHER MY ACCOUNT MENU OPTIONS 

Other menu options are available in the My Account drop-down menu.  

 
 

The My Account page, also known as the Dashboard, is where messages that may be important to the customer will 
reside, such as global messages or credit messages sent about customer accounts. Customers can choose to filter their 
messages as Read or Unread.  

 

Nothing can be updated on the Addresses page, as when the Edit links for Billing Information and Shipping Information 
are clicked, all the fields are grayed out and cannot be edited. Billing Information and Shipping Information addresses 
pull from Prelude.  

NOTE:  Account Numbers will display as the first line of Billing and Shipping Information. All Account Numbers in 
this document have been cleansed for privacy purposes. 
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If customers want to do a one-time shipping address change at checkout, the address will not be saved; it is one-time 
use. Address management will be done through the ERP. This should help eliminate many of the orders that go into 
admin order hold. When this happens, something is missing or misspelled in the address, and the address goes into 
Prelude Address Validation.  
  
Accounts Payable consists of Credit Limit, Credit Code, Current Balance, Last Sale Date, Last Payment Date, and Aging: 
Current, 1-30, 31-60, and Over 60 or Past Due. 

  

Only three fields can be edited on the Account Settings page. The First Name, Last Name, and Email address fields can 
be changed. To be clear, the email address CAN be updated. Username CAN NOT be updated. When a user is migrated, 
an email address is used to verify their identity. If, for some reason, this email address is no longer valid and needs to be 
changed, it may be changed. Still, the Username will continue to be the email address that was initially used upon 
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signing up or when the account was migrated. If a password needs to be changed, it can be done by clicking Change, 
entering a new password, confirming it, and then clicking the Save button. 
 

 

QUICK ORDER 
When Quote Numbers are provided to customers, they should click the Quick Order button.  
 

 

When the Quick Order page opens, enter the number into the Quote Number field and click the blue double arrows. 
The Quick Order will populate. Another way to create a Quick Order is to search for a product from the Quick Order 
page. Once the desired products are found through the search and the correct Quantity is added, click the Add to Order 
button. Items added to the Quick Order can be added to the Cart or a list.   
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LISTS 

Another menu option available in the My Account dropdown menu is My Lists.  
 

 

MY LISTS 

The My Lists page allows users to view and manage their lists. 
 

 

• Create List: Opens the Create List prompt. Enter a List Name and an optional Description and click Create List. 
Alternatively, click Cancel to go back without creating a list. 

NOTE:  To make searching for lists easier, give them descriptive names. 

• Search box: Lists can be searched by name in the search box. 

• Sort options (up/down arrows): Click the arrows to sort lists by Last Updated, List Name: A-Z, or List Name: Z-A. 

• List Titles: Click the title of a list to open that list. 

• Add to cart (shopping cart): Click the shopping cart to add all items on a list to the cart. 

NOTE:  If any items are out of stock or are otherwise unavailable for purchase, a notification will prompt 
the user to review their cart before checking out. 

• Delete list (trash can): Click the trash can to delete the list. 
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LIST PAGE 

Once the desired list is found on the My Lists page, click the Title link. When the page opens, the list name is displayed 
in the upper-left. The Last Updated information and Description (if the list has one) are displayed.  

 

• Status: Lists are Private by default, but they can be shared with others for viewing or editing. If shared, the 
Status will include who shared the list and with whom. 

• Options (three-dots menu): The options allow the user to Export or Delete the list. 

o Export: Download the list as an Excel file to the browser’s Downloads folder.  

 

o Delete: Delete the list. 

• Edit: Update the name or the description of the list. 

• Share: Opens the Share List menu.  

o Send a copy: Enter Your Name, an optional Message, and the Recipient Email Address. To share with 
more than one recipient, separate email addresses with a comma (,). When ready, click Send.  

o Allow others to view or edit this list: First, choose to Assign users either By email address or By current 
billing address.  

 By email address: Enter Your Name, an optional Message, and the Recipient Email Address. 
To share with more than one recipient, separate email addresses with a comma (,). To allow 
the users to edit the list, check Allow Editing. When ready, click Send. 
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 By current billing address: Check the boxes to enable the options to Send an email 
notification to users, and/or to Allow Editing. 

• Add List to Cart: Add all items on the list to the cart. 

• Select a List: To navigate to another list, select it from the drop-down menu. 

To make use of the list, use the following options: 

 

• Search products in list: Enter a term to find matching products in the list. 

• Select All: Selects all the items in the list. 

• Sort options (up/down arrows): Click the arrows to sort lists by Custom, Last Updated, List Name: A-Z, or List 
Name: Z-A. 

• Select/Sort: To individually select a product, check the Select box next to it. Rearrange the position of the 
product in the list by clicking and dragging the Sort option to the desired location. 

• Remove: Remove the product from the list. 

• Add to Cart: Add the product to the shopping cart. 

• Add Notes: Add a note about the product. 

• Qty: Update the number here to update the quantity of the product. 
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ADDING ITEMS TO LISTS 

There are several different ways to add items to a list.  

• After doing a product search, click Add to List next to the product from the search results. 

 

• From a product page, click the Add to List link.  
 

 

• From the Quick Order page, click Add to List under the Quick Order Summary to add all items to a list. 
Alternatively, click Add to List under a product to add it individually. 

 

• From the Cart page, click Add All to List to add all items to a list. Alternatively, click Add to List under a product 
to add it individually. 
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• From the Buy Again page, click Add to List under a product. 

• From the Order History page, click an order number to view the products in that order. Click Add to List under a 
product.  

After clicking, the Add to List menu opens. From the Select List drop-down, either choose an existing list or choose 
Create New List. If creating a new list, enter a New List Name. When ready, click Add to List. Select List will default to 
the last list saved.  
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USER ADMINISTRATION AND USER ROLES 

POOL360 assigns each user certain permissions based on their role. From most to least available feature access, the 
roles are Administrator, Buyer 3, and Buyer 1. It might be helpful to think of an Administrator as an owner, Buyer 3 as a 
manager, and Buyer 1 as a general employee. 

NOTE: It is best practice to have more than one administrator, to prevent any user administration issues should 
one administrator be unavailable. 

The following sections detail the differences in these roles and how administrators can manage their users. 

USER ROLE PERMISSIONS 

The exact permissions provided for each role are as follows: 

Administrator 

• Has full access to My Account 

• Can place orders over budget without approval 

• Can view invoices AND orders for assigned users 

• Is the default approver when no other approver is assigned 

Buyer 3 

• Can place orders over budget without approval 

• Can view invoices AND orders 

• Can be assigned as an approver  

• Cannot access User Administration  

Buyer 1 

• All orders placed require approval 

• Can view orders 

• Cannot view invoices 

• Cannot be assigned as an approver  

• Cannot access Order Approval or User Administration 
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The following table summarizes these roles and their permissions: 

 Administrator Buyer 3 Buyer 1 

Full Access to My Account    

Access User Administration    

Access Order Approval    

Place orders without approval    

Default Approver    

Can be assigned Approver    

View Orders    

View Invoices    

CREATING A USER IN POOL360 

Account Administrators use the User Administration page to create new users and assign them roles. 

1. Click the My Account drop-down and select User Administration. 

2. Click Create New User. 

3. Complete the Create User form: 

a. Email: Enter the new user’s email.  

NOTE: The email address will be the new user’s username and must be unique in POOL360. The 
username cannot be changed later. 

b. First Name: Enter the new user’s first name. 

c. Last Name: Enter the new user’s last name. 

d. Assign User Role: Select the user role to assign the new user, either Administrator, Buyer 3, or Buyer 1. 

e. Assign Approver: Select an approver for the new user, if needed. 

f. User Policies: Select the checkbox next to Cannot See Prices and/or Can Place Order to apply that policy 
to the user, if needed. 

4. Click Create User. 

5. A verification email will be sent to the new user’s email, as submitted on the form. They must click the 
verification link in the email to confirm their new account and set their password. 
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UPDATING OR DEACTIVATING A USER IN POOL360 

Account Administrators can update or deactivate users from the User Administration page.  

 

1. Click the My Account drop-down and select User Administration. 

2. Click the email address of the user to update or deactivate from the Username column. 

3. Edit the user’s First Name, Last Name, Ship To, User Role, and applied User Policies as desired.  

4. To deactivate a user, uncheck the Active option under Status.  

5. To apply the changes, click Save. Otherwise, click Cancel. 

 

MANAGING PAYMENTS AND PAYMENT OPTIONS 

POOL360 provides multiple ways to pay for invoices and manage payment options using POOL360 Pay.  

SETTING UP POOL360 PAY 

1. After logging in to POOL360, click the Pay Now button. 
2. Click the Invoice Payment menu item. 
3. Click the Manage Payment Accounts menu item. 
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4. The POOL360 Pay Secure Payment Portal will open. The customer’s Secure Username should auto-populate, and 
they will enter their Password, then click the Log in button. 
 

 
 

5. Once logged in, customers can add, delete, and edit ACH accounts. 

MAKING PAYMENTS 

Payments are initiated from the Invoice History page. There are multiple ways to access Invoice History, one of which is 
from the My Account menu. 

 

Another way to access POOL360 Pay is by clicking the Pay Now button at the top of the page. 
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The Invoice History page opens. Click the Invoice Payment drop-down menu and click the applicable option. 

 

NOTE:  Clicking Manage Payment Accounts will open a new page where saved ACH tokens can be updated, or 
new tokens created. 

• The Pay Full Balance option communicates with POOL360 Pay to see if tokens have been set up, with 
Prelude to see if Credit Card tokens are stored, and with Prelude to determine the Current Full Balance 
owed. If one option or the other is unavailable, it will not display. After a Payment Method is selected, they 
will click the Pay Full Balance button.  
 

  

NOTE:  If the message There is no account selected appears after clicking the Pay Full Balance option, the 
customer needs to access Manage Payment Accounts to set up their account. 
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• The Pay Other Amount option allows customers to view their Current Full Balance, select the Account to 
Pay from, and enter the Amount To Pay. When the fields are populated, click the Pay Other Amount 
button. 

 
 

• The Select Invoices to Pay option allows customers to view their Current Full Balance, select their Payment 
Method, Select Account, and select which invoices they want to pay by clicking their associated checkboxes 
and entering the Amount to Pay on each invoice. Partial Payments may be made on this page. 
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• The Manage Bank Accounts option allows customers to manage their ACH accounts. Clicking this option 
brings the customer to POOL360 Pay Secure Payment Portal, where they can set up an account, submit an 
initial deposit, and run the account verification process.  
 

 

• On the Manage Credit Cards page, view current payment options per account by clicking the drop-down 
beneath Select an account to view payment methods. To add a new payment method, click Add Payment 
Method. 
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VIEWING PAYMENT HISTORY 

Navigate to Payment History by clicking the link from the My Account drop-down menu. 

 

After opening the Filters menu, select from the available filter options for Check Number, Check Amount, Date From, 
and Date To values. Click Apply to activate the filters.  

 

NOTE:  Payments made by Credit Card/Credit Memo/POA will not display. 
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