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Example of a Screenshot 

Log into your MyRec Account 
Enter your email and password, then click on the blue Login button   

Click on Invoices 
In the bar at the top of the page.   
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3 View Invoices 
All invoices for the Account will display.   

Payments due within the 
next 7 days will show as 

Due Soon 

Invoices that are currently 
due or overdue will 

populate the Balance 

The Due Date of each 
invoice will display. 

The Contact who is associated to 
the rental contract will display here 

The total invoice amount 
shows in Amount Payable. 
The amount still owing will 

display in Balance 
Remaining. 
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 4 Filter the Invoices to narrow your search. 
Filters are available on the left-hand side   

You can search by 
Invoice Number, 

Transaction Number or 
Contract Number. 

Narrow your invoice 
search by selecting Start 

Date and End Date. 

You can narrow your 
invoice search by Invoice 

Status. 

You can narrow your search by the type 
of service you purchased. 
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Summary Title of the Third Step 
More descriptive text, where actions and/or specific button are “Bolded”.   

5 Pay an Invoice 

Click the checkbox beside the invoice you are paying, then click on Make 
Payment. 

Summary Title of the Third Step 
More descriptive text, where actions and/or specific button are “Bolded”.   

6 Enter Payment Details 

Enter your credit card details and Complete. 
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7 Print or Email Receipt 
Receipt pops up when the payment is complete.   

The email will default to 
your email address. You 
can edit this to send the 
receipt to another email. 


