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How to view the activities 
Step 1: Enter username and password.

Step 2: Choose the invoice or credit memo you wish to view or print. 
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Step 3: Once the document loads, in the upper right-hand corner 
     you can “View Activities”, “Pay”, or “Print”. 

Step 4: To view the activity of a document, once the document 
 loads, click on the “View Activities”  button. 

View 1:  Full Invoice Amount. 
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View 2:  Shows what has been “Applied”, “Partial Payment”, or 
 “Credit Memo”. 




