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OFFICE AUTOMATION

Invoices A

1. From the Home/Dashboard screen click Recent
on the Invoices tile to pay invoices individually. 8 Recent ast30days)

136 Allinvoices

2. The Invoices page opens. Check the invoices
that yOU WOUld |i|<e -to SUDmit and CHCk Pay: S' INV565505 Misc. Charge Invoice 50.03 50.03 Unpaid
. . INV565503 Misc. Charge Invoice 50.02 50.02 Unpaid
3. The Payment page opens. Check Use existing - i

payment method or add and save a new
payment method for future use. For one time

use, uncheck. PAYMENT 20 & @

Cancel Submit Payment Methods Print

SCHEDULE NEW PAYMENT

4. Click @) next to Method.

AMOUNT:  §1,200.00

11/22/2016

5. The Select Payment Method window opens. -
S e | e C.t e i t h e r: 4 USE EXISTING PAYMENT METHOD OR ADD AND SAVE A NEW PAYMENT METHOD.
e Use new payment method -OR- v B e
e Existing Credit Card (skip 5a & 5b)

seLecT paYMENT METHOD  |EJ

5a.The New Payment Method window opens. e

Enter the appropriate information associated
with the credit card in the fields and click Next. ‘ -

Bb.The webpage for TGl's third party credit card

provider, Netl Payment Solutions/Sage K,
Exchange, will open in a new browser window. PAMENTEILTIONS
Enter the Card Number and Expiration Date. Card Information

Click Submit. The my TGl Payment page
window will open,

6. Click $ Submit.

You will recieve a Payment Confirmation
Number.

Cancel \Submit

PAYMENT

i myTGlhelp@tgioa.com SCHEDULED PAYMENT (CONFIRMATION NUMBER: 02147)




