
2 Click on My Invoices & Receipts.

Quick Guide: How to Access Your Invoices and Receipts from the Member Portal

1 Log in to the portal and navigate to the left menu. 3
Access:
• Open Orders — invoices that are pending payment.
• All Orders — includes all past invoices and receipts.

Members can easily download both individual and company invoices/receipts directly from the Member Portal. Follow the steps below.

4 To view an invoice or receipt, click the small arrow to the right of the respective order. 5

Accessing Company Invoices
Select Company Invoices tab to view, 
download, or pay invoices. You’ll find:
Open and Completed Orders

Note: Company invoices are only accessible by 
the Delegate, Member Renewal Administrator, 
or Accounts Payable Contacts. Contact your 
company admin if needed, or email 
dcatmembership@dcat.org to update access.

6

• Click on arrow icon to preview
 your invoice.
• Select Download to save a copy.
• Select Pay Now to make a payment.
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