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Click on Billing a User 
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Put in your User's ID 
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Chose the Reason for the Bill 
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Put in the Amount to Bill 
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If the bill reason is accossiated with an item you must identify the item. 
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Put in your Item ID 

 

 

 



Captivate Wednesday, February 13, 2013 

 

Page 9 of 11 

 

 

Click on Bill User or Pay Now. 
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Click on Close 
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