
Purchase Order Payments 

When you reach the checkout screen, you will be given 2 options to pay: 

1. Credit Card 

2. Purchase Order 

To check out using the purchase order option, complete the fields with your purchase order number, 

date, and upload a PDF of your original purchase order. Select your payer information from the Billing 

Contact drop down menu, and complete the remaining fields as needed. 

 

When finished, select “Submit” at the bottom of the screen. 

Your invoice is instantly ready after you submit your purchase order.  

To retrieve your invoice, navigate to the Payment History tab on your account. 

 



 

Select the invoice you wish to retrieve from the list. You may download, print, or email the invoice when 

it pops up on your screen. 

 

 

Please note that your invoice is also immediately available to pay by credit card under the “Make a 

Payment” tab. 

If you prefer to pay by check, please send to: 

Lake Superior College 

2101 Trinity Rd 

Duluth, MN 55811 

 

Lake Superior College does not send invoices from your account, unless the registration is made by 

our staff. It is your responsibility to ensure your invoice is routed to the appropriate place for 

payment.  

 

Invoice payments are due within 30 days from the date of registration. 

 

If you have any questions, or need any assistance, please contact Lake Superior College at 218-733-7680. 


