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Step 1 of 3:
Search Invoices

On the left menu, click Account Payments 
(1) to expand menu options. Click Invoices 
(2) to access the Manage Invoices (3) 
screen.

Enter desired parameters or simply click 
Search (4) to load all invoices.

Note: Although statements are available on 
a monthly basis you can view your invoices 
at any time for your convenience.

Step 2 of 3:
Review Invoices

You can view payments made previously on 
an invoice by clicking the Expand Arrow (5) 
to the left of the Invoice Number and view 
Amount Paid (6). You may also download 
the Payment Summary PDF by clicking on 
either the Payment Transaction Number 
(7) or the P icon.

Similarly, click either the Invoice Number 
(8) or the P icon to download the Invoice 
PDF.
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Step 3 of 3:
View Invoice Details

Open the Invoice PDF to view details such 
as Product, Contract Number (9) and 
Dealer Cost (10) per contract. 

If a contract was cancelled within the 
invoice period a credit will appear in the 
Total Payment Applied to Date (11) 
column.

The invoice is grouped by Product (12).

At the bottom of the last page of the invoice 
you will fi nd the Make Payable to (13)  
details, the total invoice Amount Due (14) 
for all contracts and the invoice Payment 
Terms (15).
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