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1. Select the Buildings & Meters module to access your hierarchy tree  

2. Click the  next to your agency or school’s organization  

3. If necessary – click the  next to your area or campus’ organization  

4. If necessary – click the  next to your next organization  to get to the 
building level  

5. Once at the building level  select your meter  

6. Select the bills tab  

7. Select the appropriate icon for the desired bill type 
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