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How To Guide - Entering Payments
Entering payments is done by first locating the family and then accessing their account to post a payment.
1. [bookmark: _GoBack]Go to the REPORTS" tab => select "User Account Balances".
2. Locate the family whose payment is to be entered.
3. [image: C:\Users\Mark Fester\Documents\websites\hotlunches.net\admin\images\icons\money.png]Click the "$" icon beside their name.
4. If the payment is by check, verify the amount and the name on the check, and then enter the check number.
5. For other payment methods change the "Payment Method", verify the amount and enter any relevant information into the "Transaction Note" field.
6. Click the "Enter Transaction" button.
7. Click the "Balance Owing" button at the top of the page to return to the "User Account Balances" report to post another payment.
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