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

DCAT

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

9 Click on My Invoices & Receipts. 9

Access:
» Open Orders — invoices that are pending payment.

o Log in to the portal and navigate to the left menu.
« All Orders — includes all past invoices and receipts.
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» Select Download to save a copy.
* Select Pay Now to make a payment.

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

To view previous invoices and receipts: Click on "All Orders", then select the purchase you are referencing,
then click the Preview Icon.
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