
 
 
 
 
 

 
 

 
 

 
 
 



 

 

 

 

 

 

 

 

 

 

 



 

 

 



 

 



 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 



 

 



 

 



 

 

 

Click New Transaction Then click Edit Details

Then click the 
Online Payment 

checkbox

Click
Online Payment



 

Enter your Payee 
and the Amount

Then click SaveChoose your 
payment date


