
HOW TO MAKE A PAYMENT FOR A MONTHLY ACCOUNT = STEPS 1 to 10

5 To select the invoices 
you wish to pay, click 
“All Invoices”

3 To pay your total
outstanding balance, 
click “Pay O/S Balance”,
then follow the steps to
enter your card details

4 To pay your overdue
balance, click
“Pay Selected Amt”, then
follow the steps to enter
your card details

2 Click “Enter Self Serve”

1. Log In
1

2

3 4

5

HowToMakeAMonthlyPayment.qxp  26/04/2011  14:45  Page 1



6 Select or deselect invoices
by clicking the boxes here.
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7 Once all the invoices you
wish to pay are ticked, 
click “Submit”

Account Details

INVOICE REF. TRANS DATE DUE DATE AMOUNT INCLUDE IN PAYMENT

7

9 Click “Pay Selected Amt”
9

8 The “Selected To Pay” 
amount has amended

10 Follow the steps to enter
your card details
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