How to view your Infusionsoft invoicess

View Your Invoices

1. Go to Admin > Billing & Account info

Q ¥ Find a contact ..
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2. Click View/ update your billing info
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Your next payment is due on 7/17/2019. We will automatically
have on file. If you have any questions please call 1 (866) 80C

View [/ update your billing_info

&

Your Current Billing Cycle Usage Stats

Sent Emails: 25

3. Under “View transactions” click Click here



View Transactions:

the link below.

Get a comprehensive list of all your historical invoices and payments by clicking

C“j% here to see a list of %I your historical transactions.
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Print A Statement:

4. From the filter you can select

1. Deposit application
2. Invoice
3. Payment

k. Transactions

& FILTERS
TYPE STYLE
v Mormal

% Deposit Application

Invoice

DATE & DOCUMENT NUMBER TRANSACTION MUMEER NAME
7/17¢2| Payment 1224292 1224292 12148
T T | = 423 3AIOS 1234302 17145
5. Click invoice
k. Transactions
E FILTERS
TYPE STYLE
MNormal W
% Deposit Application
DATE &| IMVOICE DOCUMENT NUMEBER TRANSACTION NUMBER NAME
7/17/2| Payrhent 1224292 1224292 12146

7M1 T015 lmsinica

12724202

1224202
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6. To view the invoice click the Document number



& FILTERS

TYPE STATUS STYLE
Invoice v -All- v Mormal w
(=)
DATE» PRINT DOCUMENT NUMBER MNAME
6/17/2019 Print 3045111 1214680 Amanda Madsen
57209 Print 3&:]?81 12146280 Amanda Madsen
41772019 Print 2068023 1214680 Amanda Madsen

Print a Statement

1. Go to Admin > Billing & Account info

Q ¥ Find a contact...

e Settings

TING E-COMMERCE ADMIN
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2. Click View/ update your billing info

Your next payment is due on 7/17/2019. We will automatically
have on file. If you have any questions please call 1(866) 80C

View [/ update your billing_info

&

Your Current Billing Cycle Usage Stats

Sent Emails: 25



3. Under “Print a Statement” click Click here

N

View Transactions:

Get a comprehensive list of all your historical invoices and payments by clicking
the link below.

C“j% here to see a list of %I your historical transactions.
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Print A Statement:

4. Set you Statement date/Start Date and select one of the following:
1. Print
2. Printin Customers local
3. Email
4. Fax

keap

ﬁ\ Billing Information

Print Individual Statement b

| Print | | Print in Customer's Locale | | Email | [ Fax |

CUSTOMER STATEMENT DATE *
1214680 Amanda Madsen I o

6/21/2019)
SUBSIDIARY
Infusionsoft (US)

BALANCE
0.00 usD SHOW ONLY OPEN TRANSACTIONS

START DATE
5/21/2019

Note: Print & Print in Customers local both open up a PDF to view and print the invoice



