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Step 1:
• Fill Username and Password

Step 2:
• Select Login



Step 3:
• Select Billing & Payments



Step 4:
• Scroll to the bottom of the 

page and select the years that 
will span the past 12 months.

• In this instance we select:

2019

and

2018



Step 5:
• Record past 12 months of 

billing in the file provided or 
directly in the email.



Step 7:
• Scroll to the top of the page     

and select My Account



Step 8:
• Select View Usage



Step 9:
• Select Monthly Trend

Step 10:
• Select each blue bar 

one at a time and 
record the 12 months 
of usage with
the file provided



Yay! You’re done! :D
Thanks for working with us!

We’ll get back to you as soon as possible!
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