My Account — What’s New?
Statements

Based on popular request, we are proud to introduce the newest
enhancements for My Account. We are continually working to create
the best, most useful online experience for you.

View and Print Statements -

Now you can view and/or print your monthly Statements! Simply choose as
many individual Statements as you would like, or choose the Select option at
the top of the column header to select all Statements displayed on the page.
Then, click the View or Print buttons located at the top and bottom of the
column to open a .pdf document displaying the selected Statements.
Choosing Print opens a printer selection box allowing you to print those
Statements. The selected Statements will then be updated to Y in the Printed?
column. This column is sortable so you can easily track which Statements you
have already printed.
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To view statements, you need Adobe Acrobat Reader 8.0 and higher

Month: IFenruar;.-' vl
Year: |2EI1EI vl

Supplier: | Example Winnelson Co LI

[

Job: [ Select All —

Get Statements

I Check here to include all job-accounts on primary account statement

Total Statements: 1

Display: I‘ID perpage -[

= Supplier # CustomeriJob Name # Stmit Date = Stmt Total = Printed? =
| [l winnelson Co. Exarnple Win Customer 02/2010 555 54754 |

Statements -_Job Accounts -
Select a Job Account from the Job drop-down menu indicated in the screenshot
below to view or print Statements for only that Job Account.
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To view statements, you need Adobe Acrobat Reader 8.0 and higher
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Statements - Job Accounts - continued
You don’t have to generate an individual Statement for each Primary or Job
Account. You can include all of your Job Account Statements on your Primary
Account Statement to create one combined Statement by clicking the selection
box indicated in the following screenshot:
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Statement Alerts -

Statement Alerts are now available! Click the Alerts tab, then for Event select
New Statement. Set the frequency of Alert emails using the Schedule drop-

down menu, then click Add Alert to begin receiving email Alerts whenever a
new Statement is posted to your Account.
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