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Access and Payment Options 

 
1. What payment options do I have when paying advertising invoices to Sinclair/AMP? 

• Electronic Check/ ACH payments through the SincPay portal (www.paysinclair.com) (FREE, effective 
March 1, 2025)  

o In the portal, this payment option is listed as “check” in the payment type drop-down. (see sample 
below under “Access and Payment Options” Question #2)  

o If paying electronic check/ACH in the portal through “Pay on Account”, please see the section 
below under “Making Payments”- Question #14 for more details about requirements 

o *IMPORTANT: We are NOT opening direct ACHs to agencies/advertisers to pay directly to our 
bank account, this change is for payments in the SincPay portal only. 

 
• Credit Card payments through SincPay (1.75% Administrative Fee, effective May 1, 2025) 

■ Paying by clicking invoices- the exact amount of the invoice and the full fee is required 
for the transaction to be finalized 

■ Paying in the “Pay on Account” section of the portal: 

• This is to only be used for Cash in Advance customers only (no term 
customers or 3rd parties should use the Pay on Account portion) 

• The full amount owed + the full 1.75% administration fee is required (with 
NO adjustments) for the transaction to be considered finalized for the adad 
to run 

■ For ALL Credit Card payments- no exceptions to (Full Amount plus the 1.75% 
administrative fee) 
• For sales adjustments and/or a change in amount being paid- electronic/ACH 

payments in the portal or paper check must be used 

 
• Paper Check payments to Sinclair's lockbox (FREE) outside of the SincPay portal 

                  
2. Where can I locate the FREE Electronic Check/ACH section in the SincPay payment portal? 

• The Electronic Check/ACH payment option is listed in the “Payment Method” dropdown as “check,” but it is 
an electronic check that is processed through the banks as an ACH payment. 
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3. How do I access the SincPay payment portal? 
• Visit www.paysinclair.com 

 
4. How do I get my login credentials? 

• If you already have login credentials, they will remain the same. 

• New customers without login credentials should provide the following information to the 
Portal Datacenter at portaldatacenter@sbgtv.com to setup their account: 

■ Company Account Name (i.e. Company Name) 
■ First and Last Name (individual to be primary administrator of the account) 
■ Email Address (will serve as User ID) 
■ Telephone Number 

• Once registered, customers will receive an email with a link to set up a password. 
 

5. Can I manage users on my account? 
• Yes. Under 'User Management' you can add, edit, and remove users as well as reset user 

passwords. It is encouraged to set up backup users for your account. 
 

6. Who can access SincPay? 
• Agencies and advertisers now have direct access to pay and view invoices. 
• 3rd-party processors are granted access on an exception basis upon Sinclair's approval. 

 
7. Can a 3rd party processor make payments on my behalf? 

• Yes, but only via Electronic Check/ ACH payments in the SincPay portal in the 'Pay on Account' 
section (or by paper check to the lockbox).  

• Credit card payments are no longer accepted in 'Pay on Account' for 3rd party processors 
 
Invoice and Profile Settings:  

 



Frequently Asked Questions 

Page 3 of 5 
3/17/2025 

 

 

8. How can I view my invoices? 
• Log in at  www.paysinclair.com, where your invoices will be displayed. You can also download 

them for convenience. If you don't have a login, email portaldatacenter@sbgtv.com. 
 

9. Can I set email preferences for invoices? 
 

• Yes. Customers can choose: 

■ No email notifications 

■ Notifications when invoices are available 

■ Emails with invoices attached 
 
 
Making Payments: 

10. Can I save payment methods (banking details or credit card info for future use? 
• Yes, under My Wallet in SincPay Portal. 

Note: Once added, saved payment methods are visible to all users on the account. 

 
11. If I have multiple accounts, do I need to update My Wallet separately for each? 

• No, updates to My Wallet apply to all linked accounts. 

 
12. If I have multiple Customer Account Names/Customer Account Numbers listed in SincPay, can I pay 

all invoices for multiple account names on all my accounts at one time? 
• Yes. When you log in, click the checkbox next to the accounts you want to pay. 

 
13. Can I pay all my invoices at once? 

• Yes, select one or multiple invoices when logged in. 
 

14. Can I make a quick payment without an invoice in the portal? 
• Yes, 'Pay on Account' allows pre-payments/cash-in-advance transactions via Electronic 

Check/ACH payments and credit card in the portal (refer to “Access and Payment Options” 
Question #2). 

 
Note: If an invoice is received after a cash-in-advance payment is already made- please do not pay the 

invoice 

• Credit Card payments are only allowed in the ‘Pay on Account’ section with the following criteria: 

   Allowed: 

■ Customers that have been assigned as a Cash in Advance customer by Sinclair/AMP 

■ The full amount owed plus the 1.75% administration fee is required (with NO 
adjustments) for the transaction to be considered finalized for the ad to run 
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Not Allowed: 

■ Customers who have invoices in the portal should not use the ‘Pay on Account’ 
portion and should click on the invoices being paid 

• Electronic Check/ACH in the ‘Pay on Account” section in the portal- Required Steps: 
• On the day of payment, customers must send Sinclair an email with remit details to 

ARLongform@sbgtv.com:  

o Email subject line must be “Customer Name & Total Payment Amount” 

o Email must contain an excel spreadsheet including the remit details for the 
payment to be identified and applied appropriately. 

o Spreadsheet should include: 

§ List of each invoice number and amount separately 

§ Customer number 

§ Total payment amount 

 
15. Can I adjust an invoice amount (e.g., apply a sales adjustment)? 

• Yes, for E lectronic Check/ACH payments in the SincPay Portal only. The amount due can be 
adjusted at the invoice level. 

• Credit Card sales adjustments are no longer available. 
 

16. Will there still be a fee for Electronic Check/ACH payments in SincPay Portal? 
• No. Effective March 1, 2025, Electronic Check/ACH payments through SincPay Portal are FREE. 

Note: In the portal, this payment option is listed as “check” in the payment type drop-down. 

 
17. Will there still be a fee for Credit Card payments? 

• Yes. Effective May 1, 2025, a 1.75% administrative fee will be applied to all Credit Card payments. 
• The fee will automatically be pre-populated in the SincPay Portal. 
• If a sales adjustment is required, payment must be made via Electronic Check/ACH in the SincPay 

Portal (or by paper check sent to the lockbox). 

 
18. Will I need to manually type invoice amounts when making payments? 

• No, you can select 'Pay All Invoices' to auto-fill amounts. 
Note: For sales adjustments, the amount can only be modified for Electronic Check/ACH payments in the 
portal. 

 
19. Can I review my payment history? 

• Yes, SincPay allows access to payment history for both Credit Card and Electronic Check/ACH 
transactions. 
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20. How will refunds be processed? 

• Credit card refunds will now display additional details for better tracking - making it easier to manage 
your account. 

 
21. Can we adjust the payment date? 

• No. The system will automatically default to the current date and cannot be adjusted. Payments will 
be processed on the day of entry into SincPay and cannot be scheduled in advance. 

 
22. Can I schedule payment for a future date? 

• No. Payments process immediately, and scheduling in advance is currently not available. 
 

23. How long does it take for the system to stay active before timing out? 
• The system will time out after 60 minutes of inactivity. 

 
Customer Service Contacts: 

 
24. Who should I contact with any issues? 

Email: Sinclair Portal Datacenter ( portaldatacenter@sbgtv.com)  

Phone: SincPay at 1-(855)-SincPay 


