
Printing a Credit Memo 
 

Log into the portal using Internet Explorer; please use birkenstockb2b in your web browser 
(without the www) 
Make sure the computer, which is trying to open the .pdf file, does have the Adobe Acrobat 
Reader program installed.  It is a free download, from http://adobe.com/acrobat. 
User ID: 
P/W: 
Now you are at the home page 
Click on the statement up at the top of the screen in gray. 

 
Now you are here 
Under the Reference type you can see if it is a credit.  Where the Ref # is you will want to click 
on this. 
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http://adobe.com/acrobat


This will pop up and you need to click Ok 

 
Now you are here click on Open The PDF Document Now 

 
If you would like to print just click o the printer at the top on the left. 
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