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How to download a transaction to print
Step 1: Enter username and password. 

Step 2: Choose the invoice you wish to view or print. 



Updated Payment Portal Page 05/01/2025 

Step 4: To print, click “Print” in the upper right-hand corner.  
     Once the document loads, click the three dots in the 

upper right-hand corner. 

Step 3: Once the document loads, in the upper right-hand 
corner you have the option to  “View Activities”, “Pay”, or 
“Print”.
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Step 5: Click “Print”. 

 




