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To enable AutoPay - go to Reports/Invoices. 
Click the option Manage Payment Profiles. 

 
 
 
 
 
  
 
 
 
  
 

 
 
 

You will see your Payment Profiles.    
Under the AutoPay column - you will see Setup. 

           Add your Payment Profile

 



Select the option - Use this AutoPay Profile to Pay, Read and acknowledge the 
disclaimer, and Enable AutoPay. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

AutoPay will automatically bill on the due date of the invoice. If the due date falls 
on a weekend, it will be processed the following business day. 
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