
Statements & Payments
A quick guide on statements and how to make and payments.

How to Statements & Payments01

After logging in, click My Dashboard.

Click on Statements &
Payments. 

The top section displays an account summary. 



Scroll down to see Open Invoice, Credits & Unapplied Cash. 
Click on an underlined invoice number or View to download or print invoice. 

To see Statements & Paid Invoices, click on the second tab. 
Click View Statement to download or print a statement. 



Select Statements, then click Download PDF. To download a zip file of all
selected statements. 

Click on an underlined invoice number to download or print invoice. 

Click on View Transactions to see related invoices & payments.



How to Make a Payment02

Option 1 : From Account Summary Screen
Click Make A Payment.

Select payment amount. 
Click Confirm.



Option 2: Pay Specific Invoices. 
From the Open Invoices, Credit & Unapplied Cash tab, select invoices that
need to be paid. 
Click Make a Payment. 

Review selected invoices. 
Click Proceed to Make a Payment. 

Select payment method. 
Click Pay Selection.



E-Statements Enrollement03

From Account Summary Screen

Click Enroll in eStatements.

Click E-Statements Enrollement.



Type email addresses to that need to receive e-Statements.
Click Save. 



Paperless Credit Memos & Invoice
Enrollment

04

From Account Summary Screen

Click Enroll next to the account that needs to be enrolled. 

Click Paperless Credits & Invoices.



Click check box next to Invoices, Credit Memos, or Select All to choose both.
Type email addresses in the provided blanks. 
If additional emails need to be added, click Add New Email Address. 
Click Save.
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