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Question: How can I review invoice detail history related to my customer account? 
 

  Choose the Bills menu option from the main Ebill Payment Home menu: 
 

 
 
You have the ability to inquire on one specific invoice by clicking on an Invoice Number 

in the 1st column (see red circle above) and you will be taken to the Bill Summary page 

that displays the invoice details, or you can choose the View/print hyperlink in the 2nd 

column that will display a copy of the invoice. 
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If you choose to View/print an invoice and you receive the following message: 

 

 

 

World’s Greatest Hallmark 
PO 1234 
Seattle WA 98111 
 

 

ww 

 

123456 

99999 

98765

4
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You can generate your own copy of the invoice by doing the following: 

a. Click OK on the error message (see red circle above). 

b. Click on the Invoice Number hyperlink from the Bills page and that will take 

you to the Bill Summary page. 

c. Then you can choose the Email me an Invoice Copy hyperlink for the 

invoice that you’re interested in viewing. 

d. Once you’ve confirmed the email address is correct, click Send: 

 

….and you will find a copy of the invoice in your email inbox. 
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 If you click a specific invoice number from the Bills page, you will then see this 

Bill Summary page: 

 

On this page, you have the ability to: 

1. View the details of a particular invoice 

2. Choose to email an invoice copy by clicking on the Email me an Invoice Copy 

hyperlink (purple circle above) 

3. Add the invoice to your payment cart by clicking on the Add to Payment Cart 

button (red circle above). 

4. Return to Bill List takes you back to the main page that lists all bills (green circle 

above). 
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 Another option for finding the bills that you’d like to pay is to click on the Bill 

Search button from the initial Bills page, and you can enter specific search 

criteria such as: 

 Invoice Number 
 From and To Invoice Date 
 From and To Amount 

 
 Additionally, you can sort the list of invoices (ascending or descending) by:  

a. Invoice Date 
b. Invoice Amount 
c. Due Date 
d. Invoice Number 
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 After you click the Search button from the Bill Search page, you will see a 
reduced listing of the initial the Bills page that contains only those invoices that 
are part of your search criteria: 
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 You have the ability to sort the data on the page in a variety of ways by clicking the 
heading of the column you want to use as your sort field (see red circle above). 

 

 You also have the ability to download the data on the page into Excel by clicking on 
the download icon in the heading section of the chart (see purple arrow above). 

 

 All grids displayed in Ebill have additional features available to aid in managing the 

data.  Including: 

 (Show Next Row or Show Previous Row) Click to display the next 

or previous row of data. 

View All Click to display the maximum number of rows available to be 

viewed at once on the page. 

Find  Click to find a row of data containing a specified search string. 

First/Last Click to access the first or last row of data. 

 


