VAHENRY SCHEIN'

Statements & Payments

A quick guide on statements and how to make and payments.

How to Statements & Payments

o After logging in, click My Dashboard.
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The information displayed below represents the Account Summary for the Billing Account # shawn below.
Up to 2 years of account data is available. To apply a payment towards the balance, click on Make a

Paymaent.
Statements & Payments
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 Scroll down to see Open Invoice, Credits & Unapplied Cash.

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

I Open Invoices, Credits & Unapplied Cash ftatements & Invoices

Invoices and Credit Memo/Credits appear here. Want invoices automatically charged to your Business Checking Account or Credit Card on a monthly
basis, Enable Auto Pay.

Want to receive e-mail e-Statements? Enroll Mow!
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e To see Statements & Paid Invoices, click on the second tab.
e Click View Statement to download or print a statement.

Open Invoices, Credits & Unapplied Cash I Statements & Invoices

Invoices and Credit Mema/Credits appear here. Want invoices automatically charged to your Business Checking Account or Credit Card on a monthly

basis, Enable Auto Pay.
Want to receive e-mail e-Statements? Enroll Now!
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e Select Statements, then click Download PDF. To download a zip file of all

selected statements.

Open Invoices, Credits & Unapplied Cash

basis, Enable Auto Pay.

Total Results: 10 ltems
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Want to receive e-mail e-Statements? Enroll Now!
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Invoices and Credit Memo/Credits appear here. Want invoices automatically charged to your Business Checking Account or Credit Card on a monthl

Download PDF File
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o Click on View Transactions to see related invoices & payments.
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e Click on an underlined invoice humber to download or print invoice.

Transactions For Statement#55444315

can bo found on the Submitted Orders page.
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Ta download invaices, click the check box next to each invoice ta be downloaded, then click the Dewnload Excel File butten ar the Dewnload PDF File butten.
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Ta make payments, click the checkbox next to each invoice to be paid, then click the Make Payment button. i all invaices have been paid in full, they will no longer appear here, All invaices
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How to Make a Payment

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

Account » Statements & Paymaents
Account Dashboard » Statements & Payments

The information displayed below represents the Account Summary for the Billing Account & shown below.
Up to 2 years of account data is available. To apply a payment towards the balance, click on Make a

Paymant.
Billing Acsount Account Number Address Manage All Billing Acceunts
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e Select payment amount.
e Click Confirm.

Make A Payment

Your payments will be applied to your oldest invoices.

Qualified discaunts will be applied in a later step.

(®) Pay Balance Due:
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() Pay Open Balance

5254 .82

:_'_:- Other Payment Amount:

Enter amount

nfirm

Mead Help? Contact Customer Service




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

Open Invoices, Credits & Unapplied Cash Statements & Invoices

e o) enarged to your Business Checking Account or Cradit Card on a monthly
basis, Enable Aute Pay.
Want to recaiva e-mail a-Statemants? Enroll Now!
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Make A Payment

e Review selected invoices.

o Click Proceed to Make a Payment.

Review Invoices
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e Select payment method.
o Click Pay Selection.
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