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Hover over Memberships and select Members.

Find the member.

Click on the Member Name to whom you need to add the Registration Fee.

On the member details page, click the drop down arrow next to the organisation.

NOTE:  some members may belong to more than one organisation.  Make sure you select the
correct one.



Scroll down to Registrations and click Add Registration.

Click on the magnifying glass to see a list of products.

Click on the link to add the product.



Click Next.

Select the payment method

 Click Next Step.



Paying Online

Paying with Credit card

Enter the card details and click Pay Now.



Once your transaction is successful, you will receive a notification. Close the window after you
receive the notification.



If you are paying with a PayPal Account

Click Pay with PayPal and proceed.



Paying Offline

Click on Mark as Paid which appears once you choose offline as the payment option.
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