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Tutorial: Invoicing

OVERVIEW

In this section, you can:

1. View your new and old invoices
2. Make an online payment

3. Automate your payments

Description:

support@polygon.net
1-800-221-4435 (select ‘3’ for Support in the menu options)

Need Help:

1- HOWTO

Useful Tips:

e Automate your payments to avoid late notices and account restrictions

e If you have an unread invoice, it will appear in the invoice tab (1). It will also be added to the total count in the My
account tab

1. View your new and old invoices

e Go to “My Account”
e Go to “Invoicing”
e |nvoices to be paid will automatically be shown

e You can view paid invoices by date

- My Account (1) Community Ads

Find & member m

Diamonds Jelmelr!.r.:EE Colored Stones Watches

Inbox (0) Immentory Profile Connections {0) Feedback I Imvoicing (1) | Preferences

. " i=h Prirt thi
Account Summary Will let you know when a / tirit this page
Statement Date: May 12, 2011 new invoice is available

Fram |E Tu:|| |E[Search] — View past

\ invoices

[ Malce an online payment ]

# Mutomate your payments
Description Date Imwoice Number(s) Amount { USD)
Previous Balance 2500

- * Recent payments may not appear
MNew Invoices

\ Arnount Past Due §z25.00

Total Balance Due 825.00
PAYMENT DUE UPOM RECEIPT.
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2. Make and online payment
e Go to “My Account”

e Go to “Invoicing”

e Go to “Make an Online Payment”

My Account (1)

Ads

Find & member m

Community Jewelry.:ié Colored Stones Watches

Inbox {0) Profile Connections (0) Feedback ng (1) Preferences

E Print this page
Account Summary

Statement Date: May 12, 2011

From |E To| |E [Search]

[ Make an online payment ]

7 EINOMEAE yolr paymens
Description Date Imvoice Number(s) Amount [ USD)
Prewvious Balance g25.00

* Recent payments may not appear

arnount Past Due §25.00
Total Balance Due 825.00
PAYMENT DUE UPON RECEIPT.

e Check the box next to your invoice to pay
e Enterin credit card information
e You can choose to make this your default card
e You can set up pre-authorized payments on this card
e  Click “Submit Payment”
Make a Payment

* Required Information

Credit Card Type* Edit Credit Card Infarmation

e —

Card Mumber*® |

Expiration Date* [ | (Monthy* | v| (rear)*
Card Holder's Name®*

Credit Card Location
[ . _ . &

Payment Amount® 825,00 $

D Set az default credit card

ABOUT S5L CERTIFICATES

Submit Payment

D Set pre-authotized payments with this credi card

*vour credit card information is confidential and will be used for billing purposes only

Imvoice No. Imvoice Amount (USD) Paid Amount {(USD) Balance (USD)
PGN-IN191745 2011-04-29 §25.00 0.00 §25.00
Payment Total: 825.00
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3. Automate your payments

0 Go to “My Account”

0 Go to “Invoicing”

0 Click “Automate your Payments”

Find a member m

My Account (0}

Community Ads Diamonds .| .Jewelry . Colored Stones . Watches

Inbox {0) Inventory Profile Connections (0) Feedback Imwoicing (0) Preferences

E Prirt thiz page
Account Summary

Statement Date: May 24, 2011
Polygon Support

Palygon Customer Service
1010 De Serigry

Longueuil, CC

Canads
JAK 5GT

Fram |E Tol |E [Search]

# Automate your payments

e Check box next to “Set pre-authorized payments with this credit card”
e Endin credit card if not already entered

e Click “Save”

Inbox {0) Inventory Profile Connections (0) Feedback Imwoicing (0) Preferences

Credit Card Information

* Reguired Information

Credit Card Information

D Set pre-autharized payments with this credit card
Credit Card Type® | vl

Card Murnber® | |

Holder's Name* |

Credit Card Location
| 1010 De Serigny, Suite 800, Langueuil, G, CA, J4K 867 v|

Tip:

“rour eredit card information iz confidential and will be used for
billing purposes anly.

Cancel
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