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Copy Payment in „Manage Payments”

Copy Payment allows an entitled user the option to copy details of a prior initiated payment (irrespective

of the payment status) and submit a new payment with those same details already included (except

Payment Amount and Transaction Reference Number).

1.	 Cick on Manage Payments in menu and search for a particular payment by using the appropriate filters.

2.	 Once payments appear on the Manage Payments grid, navigate to the particular payment.  
Under the Actions column, click the More Actions button (noted with 3 dots) and then click Copy Payment.
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3.	 You will be navigated directly to the Make a Payment screen to Submit a new payment. The message “Payment 
successfully copied” will appear on the screen.



4.	 Enter Payment Amount and Transaction Reference Number (depending on the settings, it may be completed 
automatically by the system).  
Review the other payment details, then click Continue (within Make a Payment).  
Click Submit Payment (within Make a Payment).

5.	 You will be navigated back to the Manage Payment screen to continue with any other actions.
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