
BILL MANAGEMENT - STEP-BY-STEP INSTRUCTIONS 

 

1. From Home landing page, select “My Account” and “Online Reporting”. 

 

2. Select Bill Management. 

 

  



3. Select Account Detail. 

 

4. Click on Account Balance. 

 

  



5. Change Status from Open/Pending to Any.  Click Go. 

 
 

6. Click GO.   

 

  



7. To sort by Ship-to Location (alphabetically), click on Ship-to header – see below. 

 
 

8. To view a single transaction, click on the Transaction number. 

 
 

  



Select POD (Proof of Delivery), PDF Copy (print) or Email/Fax.  Enter Email address or Fax number. 

 
 

9. To view multiple transactions, check the boxes under “Select” next to the Transactions to view. 

NOTE:  Maximum transactions per request/group is 10. 

 

  



10. Click Add to Transaction List. 

 

11. Navigate to Transaction List – (upper right-hand corner in blue header section) 

 

  



12. Select Email/Fax.  Enter email address or Fax number. 

NOTE:  Maximum transactions per request/group is 10. 

 
 

13.  Select Return to Account Details or Logout. 

 

 

 



Another Option – Enter Transaction numbers into Transaction box, and select Add to Transaction List.  

NOTE:  Maximum transactions per request/group is 10. 

 

Click GO.  Then select Add to Transaction List. 

 

 


