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Billing Statements 
 
The Billing Statements page lists date, balance, and minimum amount due of any 
quarterly invoices by date of billing.  Clicking on Details takes you to the Billing 
Summary page for that billing date.  You may then view or download the group billing 
summary and/or invoices from that date. 
 
 

 
 
The Billing Summary page lists all providers invoiced on the group bill.  This page is a 
snapshot of the billing and will not be updated by a subsequent addition or deletion of 
any provider from your group listing. 
 
Printing or downloading group summaries and invoices 
 
You can choose to print the Group Billing Summary, listing of all providers and their 
total and minimum amount due, or the same information can be downloaded and saved as 
an Excel spreadsheet.  Invoices can by printed and/or downloaded and saved as a group 
by clicking on the Download All Individual Invoices or one particular invoice can be 
printed by clicking on Download on the listing for that provider. 
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Printing an invoice for an account not on the group bill 
 
Individual invoices can be printed for providers affiliated with your group after the 
billing has been issued.  Instructions for adding a provider can be found on the 
Affiliations navigation page. 
 
After the provider has been affiliated with your account, go to the provider’s account by 
clicking on the provider’s name (the Search function on the Affiliations page can be used 
to help find the provider).  Click on Billing Statements, which will list all invoices for the 
provider.  Click on Download and the invoice will appear in a new Window or tab. 
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