
Online Reports
My Account gives you convenient access to online usage reports and billing documents whenever you 
need them. To access online reports, click Online Reports under the Reports & Alerts header on the My 
Account homepage. There are a number of online report options, which are listed under Report Name 
in the left column. 

•	 Billing Document Set – contains the full set of billing documents, including invoices, billing 
summaries and billing details. To view the billing documents, click an invoice number.

•	 Invoice – allows you to view your billing information separately by invoice.

•	 Billing Report – allows you to view your billing information by reports.

•	 Usage Reports By Month – may include user-by-day detail, client-by-user-by-day detail and 
client-by-user-by-day summary.

•	 Usage Reports By Year – contains one year of usage data for a specific location.

To view a report, simply select View to the right of the report. Reports can be viewed or zipped and 
saved on your computer. You can also sign-up to be notified by email when invoice packets or usage 
reports are available by clicking the Sign-up link.

Online Reports page

After you select a month you want from the usage period in your report screen, click GO. Then click the 
link under Report Name to view the report as a PDF. 

Note  �If you do not have a linkable report listed under the Report Name column, please contact 
Customer Service at 1-800-328-4880 to have your electronic usage reports activated. 
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