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CREDIT CARD PAYMENT OPTIONS & INSTRUCTIONS

Thank you for choosing the credit card payment option to pay your outstanding balance and/or retainer replenishment! We hope that this is a convenient option which will enhance our relationship with you.  The following are the available options and corresponding instructions to make a payment to Siemann & Associates Co., L.P.A. using a credit card:
1. Make a Secure Payment on Our Website

· Click this link: http://www.siemannlaw.com/#!make-a-payment/d8ppx. 
· Select the service you are paying for; If you are unsure, choose “replenish retainer.”
· Click the yellow “Buy Now” button at the bottom of the screen.
· If you have a PayPal account, log in at this time.

· If you do not have a PayPal account log in as a guest.
· Type in the blank field the amount of payment you would like to make on your credit card.
· Confirm the total is correct.
· Follow the on-screen instructions to submit your credit card information and make a payment.
· You should receive an email receipt from PayPal notifying you of your payment.
2. Pay through an Electronic Invoice Sent Straight to Your Email

· Send an email to ssiemann@siemannlaw.com requesting an invoice for the amount of payment you would like to make (i.e. “Please send me an invoice for $1000).
· You should receive an emailed invoice in your inbox within 24 hours.
· Review the invoice to insure it reflects the amount you wish to charge on your credit card.
· Click the yellow “Pay Invoice” button.  Your invoice should open in a new internet browser window.
· Review your invoice and click the yellow “Pay” button.  

· You may pay using a pre-existing PayPal account or you may securely enter your credit card information to make payment without an account.  To pay without using a PayPal account, locate the credit card logos on the left side of the screen.  Click the “Continue” button located near the logos.  To pay with a PayPal account, login to your account at this time.
· Follow the onscreen instructions to submit your credit card information and make a payment.  

· You should receive an email receipt from PayPal notifying you of your payment.
3. Use Your PayPal Account to Send Money Electronically to Our Office

· Login to your PayPal account at www.PayPal.com.
· Click the “Send Money” tab along the top of the screen.
· Enter the email address ssiemann@Siemannlaw.com as the recipient of the payment.
· Follow the onscreen instructions to send money using a credit card or other payment method.
· You should receive an email receipt from PayPal notifying you of your payment.
HOW TO SET UP A PERSONAL PAYPAL ACCOUNT:  With PayPal, you can create an online account which allows you to link your bank account(s) and credit card(s) in order to make fast and easy online payments.  If you would like to set up a PayPal account, follow these instructions:
1. Go to www.PayPal.com.
2. Click the “Sign Up” link in the navigation bar at the top of the screen or located at the bottom of the grey “Account Login” box on the left side of the screen.

3. Click the yellow “Get Started” button in the “Personal” box on the left side of the screen.

4. Fill in all the required information.

5. Read the “User Agreement” and “Privacy Policies” by clicking on the links at the bottom of the screen.

6. If you agree to the terms, click the yellow “Agree and Create Account” button on the bottom of the screen.

**If you have any questions regarding the credit card/PayPal payment methods, please contact our office.  If you make an error while making a payment, please contact our office immediately so we might be able to assist you in resolving the error.**
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