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Once you’ve received a proposal, follow the steps below to accept the offer and
add a payment method. Payment can be via credit card or BACS.

1. Accept the proposal.

2. Select whether to pay by BACS or by Card.
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3. If you’re paying by card, click on ‘Accept and pay now’.

You will be charged immediately.

N.B. There is a transaction fee for card payments.

Paying by card:
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3. If you pay by BACS pick a payment time for any day in the next fortnight and click
‘Generate invoice’.

Paying by BACS:
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4. You will then receive an invoice via email and it it will also appear in the transaction
tab of your project.

Email:

How to pay.



6. On the project dialogue box the payment will be shown as pending…

7. Until you have paid it.

5. Follow the instructions on the invoice to make the payment when it is due:
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