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Users can enter an invoice date 
range, check Paid or Unpaid, or 
search by Invoice #, Consolidate 
Invoice #, Sales Order #, Invoice 
Date, Terms, Due Date and 
Invoice Total. Users can click on 
the Invoice # or the Sales Order # 
in the search results to open the 
detailed information.

Once you click on the Invoice # 
and open the Invoice Detail, users 
have the ability to Download PDF, 
Print or Reorder Products. This is 
all of the detailed information 
about what was ordered, when 
and how much it cost.

All invoices are available under 
Tracking > Invoice Tracking. 

3 Users also have the ability to 
download the invoice information 
into an Excel spreadsheet. Do a 
Search, then make sure that all 
invoices are showing on one 
page, by updating your “Results 
per page” and then click on 
Download. Users can Save or 
Open the results. (Please delete 
out any coded information that 
may have come through with the 
results.)


