***Billing History – View All Bills***

Welcome to the WebITOMS online training tutorial. This tutorial will explain the steps on how to View and Navigate All Billings in the Billing History section.

From the homepage in WebITOMS, click on the “My Orders” link in the “My Options” frame.

Next, click the check box for any Order which you would like to view Billings.

Once you have picked an Order, hover your pointer over the “Orders” tab to display the dropdown menu and click on “Billing History”. This will pop-up the Billing History window.

Click on the “View All Bills” Radio button.

By default, all Billings and Invoices for the Order will be displayed.

Click on the “Credit Billings Only” box to strictly show Credit Billings. Uncheck the box to show all Billings again.

To show only a specific Invoice#, click on the “Choose Invoice#” drop-down menu, click on an Invoice record, and then click the “Retrieve” button.

The results will show only that specified Invoice# in the table.

This concludes the tutorial on how to view and navigate all Billings in the Billing History section of WebITOMS.

