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LOCATE YOUR AGENCY'S MONTHLY 
STATEMENT

Once you log in to your Agency Portal, navigate to the top left corner 
of the screen and select the Statement tab.

Under the Report by, click the Acct Eff Date button and enter the last day of 
the previous month. Next, under Billing Type, select the options that apply 
to your account. Finally, click Search. This will display all invoices that are 
currently outstanding on your account.
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After clicking Search, your open invoices will appear below. You have 
two options:

1) Click Download Statement to download your full monthly
statement as a PDF.

2) Select specific invoices to view, then download only those or
export them to Excel.

To view additional details for a specific invoice, click the + icon next 
to it. This will expand the section and display a detailed breakdown 
of the invoice.
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This is an example of how your invoice will appear. It provides a 
detailed breakdown by invoice, with the total amount due 
summarized at the bottom. 
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