To make a payment on the invoice provided for CE Credits, you can log onto the website using your email address. Then
follow the instructions below:

If you have already logged into the website previously but did not reset your account, you will need to do so before you
begin.
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If you have forgotten your password or need to make a password hit the Forgot Password link. If you have never logged
in to the website previously, | have created an account already for you using your email address and you simply have to
hit the reset your password to create one.
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Once you are logged in you will see your name in the upper right-hand corner. Select the “My Tools” link at the top right
and select “My Account” from the drop-down menu.

BECOME A MEMEER

Welcome, Robin  Sign Off My Tools Store E
5o

My Account off me == B2

‘FLEX"-ABILITY @ Carcer Portal
i £ N

Forms Portal



You will then be taken to the “My Profile” page and from there you will select “Organization”.

. i My Profile <
Home ly Pro P

4
& My Profile i
e »

4 9
My Shopping Cart o Overview [ Account [ Organizations ~ W Purchases @ Requests & Access Links

Donate Now

Memberships
Events _

You will see a blue “Manage” button on the right-hand side.
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Then select the “Purchases” tab.
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You will then select “Recent Invoices” and will see the Blue “View” button.
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Once you select the “View” button you will see the invoice and can then submit the payment method at the bottom of
the invoice.
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