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Access the Billing Details Page

To access an account’s Billing Details page, click on the  
Billing Acct # link from the Billing page.

Click on each tab to view the Billing Summary 
(shown), Transaction History, and Billing 
Documents for a specific account.

A

The Billing Summary section shows a high-
level view of a specific account including Billing 
Account #, Payment Method, Last Payment Date 
and Last Payment Amount.

B

Shows how an account receives its invoice. 
Users can click on Edit to update their invoicing 
preferences or Manage Autopay to make 
changes to their automatic payment settings.

C

Click View Invoice to open the account’s invoice 
in a pop-up modal.D
Click Make a Payment to open the Account 
Payment modal.E

The Account Contacts section shows the 
Account Name, Billing Account Address, and 
Agency Contact information. Users can click on 
the email address to send an email. The Agency 
Address is also listed.

F

Click Billing Support to open the Billing Support 
modal with contact information. There is also a 
form to send an email directly to the appropriate 
person for assistance.
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The Policies section shows all of the policies 
associated with a specific billing account.H

Users can access a policy’s details by clicking 
on the Policy # link or selecting View Policy 
Details in the Action column.

I

The Projected Installment Schedule can show 
the 3, 12, or 24-month invoicing schedule for a 
specific billing account.

J

Select the Account or Policy from the drop-
down menu to view the project installment 
schedule.

K

Click on each tab (All, 3 Months, 12 Months, 
or 24 Months) to view the projected installment 
schedule for those months.

L

Click Download as Excel to download the list of 
policies as an Excel spreadsheet.M

Click Download as Excel to download the 
Project Installment Schedule as an Excel 
spreadsheet.
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While still on the Billing Summary tab, scroll down to see the Policies section and Projected Installment Schedule for a 
specific account.


