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Emailing Invoices
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To email an invoice, perform the following steps.

1. At the Billing page, in the Action column, click the Make a Payment down-arrow.
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The Action menu is displayed.

MAKE A PAYMENT -

Make a Payment
Email Invoice

View Exclusions List

2. Click Email Invoice.
The Email Invoice pop-up is displayed.

Email Invoice

Invoice #INW25986317 =hall be sent to the
current email addrass provided in your Billing

Information.
m EMAIL HOW

Clicking the Billing Information link displays the User Contact Information page where you
can confirm data. Note that you need to restart this procedure if you select the link.
3. Select the Email Now button.
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