Welcome to the WebITOMS online training tutorial. This tutorial will explain the steps on how to view invoice reports.

From the homepage, click on the Reports tab on the top menu. This will take you to the Reports page.

From the drop-down, select the region you would like to view, and click the Retrieve button.

The RBA Invoices will be shown by Default. You can view results by Invoice States by selecting an item in the drop-down menu and clicking Select. If you would like to display only a specific order’s invoices, you may enter the Act Number before clicking Select.

You can also view Non-RBA invoices, Aging invoices, and Summary.

This concludes the tutorial on how to view invoice reports.

