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Charges and Payments – Apply Credits 
 

 

If you have credit balances and want to apply then to a charge follow these steps: 

 

This member has a $20 Credit balance.  To use this credit click Add Charge. 

 
 
You will see this screen indicating a credit balance in the middle of the screen. 

Fill in the Account, Amount and Comment (optional).  

Click the Use Credit button. 
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Your screen will look like this.   

Click the Auto-Distribute Unspent Payments button.  

 
 

The Auto-Distribute will fill in the Amnt Allocated.  

Then click the Apply Charge (Pay Later). 

 
 



And your screen will look like this.  

 


