ESSENDANT

INVOICE HISTORY

To view invoice details and/or generate an image of an invoice, select
“Invoices & Purchase History” from the “Orders & Invoices” top navigation:
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From the ‘Invoice Inquiry’ screen, you can generate a PDF
image of your invoice(s) to save, print, or view additional
details

Use the Filer or Search functionality to locate a specific
invoice more easily

Click on the Invoice # to view additional order details
without generating a PDF

To create a PDF image of an invoice
* Select the check box next to the Invoice #
¢ You can select multiple invoices at once
* Once you have clicked the boxes for the desired
invoices, click the “View’ button and a PDF file will ¢
be generated

To export invoices into an Excel file
+ Select the check box next to the Invoice #
s You can select multiple invoices at once
* Once you have clicked the boxes for the desired
invoices, click the ‘Export’ button, select Export to
XLS or CSV and an Excel file will be generated

Note: Monthly statements are not accessible in Empower.
To request a copy of your statement, please contact
Accounts Receivable

ARcheckremittances@essendant.com




