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Select Invoices & Either from the left tool bar or the tile on the Home Screen.
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Invoices | Fitter TRADEBE

Filters

Invoice Date
08/27/2021 - 10/26/2021

Select Invoice Date range — It is defaulted to
the previous 30 days. Sales Order

Purchase Order

Add details in any of the other filter options for
more defined results. Invoice Number

Manifest Number
Search.

Profile Number

Remove All Filters
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Invoices | List View TRADEBE
From the list view, to open one invoice To open multiple invoices, check the
click on the .pdf icon & . boxes O on the desired line item(s), then

click on the view icon .

INVOICES
“% | Invoices (2) Text search... Q I @& Vv £ 2
D Actions Invoice Date Invoice Number Purchase Order Amount
D E— 09/15,2021 4440124079 0908215F5-1 $1,767.25

[] (& 09/15/2021 4440124081 0908215F3-1AB $1,744.50




Invoices | List View
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TRADEBE

To open all invoices at once check the top

box O

Once selected, click on the view icon &

INVOICES

=  Invoices (2 Total: 2 Selected) Text search... Y 2=
Actions Invoice Date Invoice Number Purchase Order Amount
(- 09/15/2021 4440124079 090821SFS-1 $1,767.25
(x 09/15/2021 4440124081 0908213F3-1AB

$1,744.50




Invoices | Invoice View
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TRADEBE

Invoice View actions:
= Download

= Print

When multiple invoices are selected,
toggle using the invoice number at the
top.

Close to go back to the invoice list view.

4440124078 4440124081

= 13ff8ef2-4568-4017-b2d0-050d1d98ea5f

Invoices

Tradebe Environmental Services, LLC

——

— l l - 1433 E 83rd Ave, Suite 200

— | Merrillville, IN 46410

T. 800 388 7242 F.
T RA D E E us.cs@tradebe.com www.tradebeusa.com
CUSTOMER INVOICE
CUSTOMER ID: 1100025376 INVOICE NUMBER: 4440124079
NAME: Example Company For Training INVOICE DATE: 09/15/2021
ADDRESS: 14 West Main St CURRENCY: USD
. PURCHASE ORDER:
Meriden, CT 06450 090821 SES. 1

CONTACT PERSON:

Site: Sulcer Flower Shop 234 Hobart St. , Southington , CT 06489

Manifest:

[50:2398447 [Date:09/08/2021

Plant: Tradebe Environmental Services
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Invoices | Additional Options (1) TRADEBE

Export Invoice List |
Invoices

L8V s ¥

Export invoice list to Excel by clicking on the
download button . |.

Invoice Number Purchase Order Amount

Enter a File Name in the pop-up to save the e e
document in your computer. [

Export to Excel

The file will save in your computer in the g
‘Downloads’ folder. &8 * ThEPC » Downloscs
It will also appear at the bottom-left of your screen
when completed. B 4 Today (
P | Veolia - Invoices.xlsx 8/20/2021 4:45 PM
b




Invoices | Additional Options (2)
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TRADEBE
Change Layout veiees
L laly ¢ »
Invoice Number Purchase Order Amount
Select the ‘Change Layout’ icon |&].
. r BV & B
The selected check boxes will show as comn mansgemen
columns on the list view. (1] (3] _searr a
C\II
hctions
nvoice Date
Reorder columns on the list view, by e
selecting the column header and dragging
left or right. ==
INVOICES
Invices (2)
Actions Invgice Date Invoice Numbar Purchase Order
e 8152021 4440124079 GE0EH 5551
E" DM 502 1 4440124081 0E0EZ18FS-1AB




Invoices | Additional Options (3)
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Filtering

Select the ‘Filtering’ icon YV .

Select ‘Add .

Select the column that will be filtered from the
left drop-down list.

Select specific item(s) to filter from the right
drop-down list, then “Apply”.

To clear all filters, click on the icon @ .

Invoice Number

Invoices

+ a[v]e 3]

Purchase Order Amount

L & Pe 3
- Current filters + Add
gh 3 X
Aci
Numb:
I e Date
Purchase Ord
uuuuuu
[ Ay ][
Managem
Current filters
nvoice Number v x

‘ [] 4440124079 |

‘ [ 4440124081 |

Apply ] [ Cancel




Invoices | Additional Options (4)
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Sorting

Sorting “Option 1”:

a.

b
C.
d.
e

Click on the ‘Sorting’ button
Select “Determine by me”
Select “Add”

Select specific column to sort
Choose sorting order.

Sorting “Option 2”:

Right click on the header of the column to
sort by, and select either ascending or

descending.

Invoice Number

Invoices

Purchase Order

[ a |
v av[e]e

Amount

Sorting

m (®) Determined by me

() Default (Dynamic prioritization)

Sorting

() Default (Dynamic pricritization)

(®) Determined by me

(o I
I Ascending I X

No data

apply [ camcel |

f=  Invoices (2)

D Actions

0O
O &

Invoice Date

09/15/2021

09/152021

Actions

Appy ][ cancel ]

Invoice Number

Invoice Date

Purchase Order

Amount

Invoice Number

= Sort Ascending

= Sort Descending




Still have questions?

Contact your CER or e-mail us at adminportal@tradebe.com
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mailto:adminportal@tradebe.com?subject=Customer%20Portal%20Help

Access To Other
User Guides

Portal Functionality PDF Guide
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https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_home_screen_-_final_-_customer.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_profiles_-_final_-_customer.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_orders_-_final_-_customer.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_customer_data_-_final_-_customer.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_change_request_-_final_-_customer.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_reporting_-_final_-_customer.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_notifications_-_final_-_customer.pdf
https://www.tradebeusa.com/customer-portal-login

TRADEBE
Sustainability at Work

www.tradebeusa.com



http://www.tradebeusa.com/

