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How to View Invoices Job Aid

Getting Started | Things to Know

Your User ID (found in Profile on the top toolbar) must have the
Billing Role enabled to view Invoices.

Role(s)

‘ Quoting |0rdering | Delivery | Repair | Reports | Billing | <:

1. Select the Billing icon from the hamburger menu
2. Select Invoice Management

Note: The Billing accounts available for invoice download are

«  Prime Biller (Optimized Accounts) Quick Lists

« IBRS Iﬁl .

«  Prime Biller Wholesale (fka WIN) Quote Order Repair
D[E Quote Name
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Search Invoices

From the Invoices page, you can:

Search for a Billing Account Number or Invoice Number
Customize Invoice search using the filter or sort function(s)

Click on the download icon to download an Invoice (PDF)

Click on the Download List button to download the full Invoice List

Click on the Billing Account Number to view Invoice Summary Details and download invoice
detail files
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Invoice Summary

View current Invoice Summary o B =
Click dropdown to view Invoice by date (optional)
Click to Download Invoice

Retrieve Download link from Messages
Download Bill Invoice (PDF) from Messages
Return to Invoice Management List

1.
2.
3.
4.
5.
o.

0000007039 &

customerbam  ABC Company e

[ry— $9.025.44

Billing Account Muber:

$0,025.44

Billng Addvss: 3005 SUNRISE VALLEY DRIVE HERNDON VA 20111 USA $9,025.44

Hre Date Uplosded Updouted By Dovioat 5]

Billing Data Files

Click Download Files (to download all invoice data files)
Click Individual Invoice files for download (optional)
Retrieve Download link from Messages

Download invoice and data files from Messages

Use the +more link to download additional data files
(when applicable)

SENFANNES

Note *Bill Invoice files are CSV format
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