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How To: View Receipts 

1. From the top menu select My Payments. 

 

2. A list of all payments made through the online portal will appear. 

 

3. To narrow the date range, change the Payment Date fields and click Search. 
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4. To view a receipt, click the blue link to open. The receipt can be saved or printed 

for your files.  
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5. Click on the top menu bar to sort the results either Ascending or Descending for 

any of the options such as Amount, Date, etc. 

 

6. To export the information to Excel, click the Save as Excel button. The file will 

appear in the lower left corner.  
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7. Click to Open.  

 

 

 


