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 Email Invoice Notificat ions  
When a new invoice is created, the system will automatically send you an email notification along 
with a copy of the invoice. You can click on either of the attachments to view the summary or 
details of the invoice. 

 

 
 
 

  
 



 

Add a credit card to the system.  
 

Step  1 :  C l ick  the My Account  tab.  (Start  wit h  Step  6  i f  you  a lready 
have  a  car d on  f i le )  
 

 

Step  2 :  Look  for  the  Account ing box  and c l ick  “Account ing ”.  

  

S tep  3 :  C l ick  “Add Credit  Card ”  



 
Step  4 :  Enter  your  card  infor mat ion  (a l l  f ie lds  are  required)  

 

Step  5 :  Press  “Submit” .  The  page  wi l l  re fresh  and  you  wi l l  be  g iven  
a  conf i r mat ion  message.   

___________________________________________ 

Paying your invoice online 

Step  6 :  Repeat  Step s  1  and  2  t o  get  to  your  A ccount ing  sect ion  

Step  7 :  C l ick  Invoices  



 
Step  8 :  Select  Summar y  or  Detai l  to  v iew t he  invoice  i f  needed.   

 

Step  9 :  C l ick  the Checkbox  for  the  Invoice(s )  you  wish  to  pay.   

Step  10:  C l i ck  Pay  

Step  11:  Enter  the  3  or  4  d ig i t  secur i t y  code  on  your  card  

 

Step  12:  Press  “Submit” .  You  wi l l  be  g iven  a  conf i rmat ion  screen  
with  a  receipt/conf i rmat ion  number .  P lease  keep this  for  your  
records .   

 


