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

Cllck on the statement up at the top of the screen in gray.
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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.

SFE011932189005 6B+A01+EN rosoft Internet Explorer
File E View Favorites Tools Help
GaBack v = - i} &3 | ‘@ Seach [ Favoites EiMedia ¢4 | Ehe B - = B
Address [@] hip://172.16.64.20/CG1-BIN/LANSAWEE 7WEBEVEMT +L0CBFEDT 1932189005 32066+401 +ENG -] @6a | Links ”|
Aging Swmmary as of: 1071772006 =l
- Refresh
e
_——————————— BALANCE $16321.12
CURRENT $9895.80
Reference Lookup FUTURE $3388.5%
Ref #: 1-30 DAYS $1036.74
31-50 DAYS
;;::::;i“
LATE CHARGES
Last Payment: Check#: ADJWO Date: 10/16/2006 Amount:
Credit Limit: 60,000 Advailable Credit:
e e R K
500352 | 11/14/2006 | 10/05/2006 | GREDIT $38.54- 1
804891  10/17/2006 281872006 INWOICE $589.83 1
806704 | 107232006 ErZ4/Z006 IMYWOQICE $151.28 1
806705 | 10/23/2006 | 8/24/2006 | INWOICE $136.62 1
806708 | 10/23/2006 2472006 INWOICE $546.50 1
808820  10/10/2006 Br31/2006 IMYWOQICE $63.51 $7.91 1
808821 | 10/10/2006 | 8/31/2006 | INWOICE faa.50 $7.30 1
808822  10/10/2006 Br31/2006 INWOICE Fe2.11 F7.91 1 e
808823 | 10/10/2006 BrE1/2006 IMYWOQICE $152.28 $48.38 1
808824 | 10/10/2006 | 8/31/2006 | INWOICE $255.02 1
808825 | 10/10/2006 Br31/2006 INWOICE F44.14 $11.93 1
808826 107102006 Br31/2006 IMYWOQICE $52.37 1

=l
& BRI T —


http://adobe.com/acrobat

This will pop up and you need to click Ok
Microsoft Internet Explorer |

& Frinting of Credit Memo has been submitted for Processing

Now you are here click on Open The PDF Document Now

2l Save Document To Disk - Microsoft Internet Explorer

Open The PDF Document Mow

OR

Email Address:
I Send Email MNow

Be sure to change your printer settings to remowve page scaling.
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Close

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