Cox AUTOMOTIVE"

How to View Invoices in the Cox Automotive Payment Portal

This quick-reference guide walks through viewing and emailing invoices in the Cox Automotive Payment Portal.

How to View Invoices

1. Go to the Open Bills tab.
2. Select the Invoice you want to view. Note: You may have to do an Advanced Search to locate a specific invoice.

3. Click on the Invoices menu and click View Invoice. A PDF will be opened in a new window that you can print.

EIPP Exports

Administration wmmw‘ Epen Bills Closed Bills Payment History Disputes

Total Open Amount:29,71.21 USD ¥ Customer All Customers

Selectfitertosearch.. = R § Advanced Search
B selectaifveselectal v [ v [ % |v | invoices » [ Payseiectedsils | v (i) Enobie/Disable AuoPay  § Dispute
Customer Customer L Name 3 B Viewinvoice Invoice — Invoice Payable  Invoice — DaysPast  VIN/Documt WorkOrder — Company it
= Number Master D Type 1 Y Amount Amount  Date Du Number Number de Date Type Document
& Correspondence
o 000116776 CcD2 1\ Invoice usD 108.00 10800 2023-06-30 2023-07-30 526 0096262837 1000 2023-06-30 RV
O 00016776  CD2 | u 0096035181 Invoice usD 108.00 10800 2023-01-31  2023-03-02 676 0096035181 1000 2023-01-31 RV

How to Email Invoices
1. Go to the Open Bills tab.
2. Select the Invoice(s) you want to email. Note: You may have to do an Advanced Search to locate a specific

invoice.
3. Click on the Invoices menu and click Correspondence. An Email Invoices window will open that you can fill out

and send to the chosen address.

EIPP
Administration Workboaro Open Bills Closed Bills Payment History Disputes
Total Open Amount:27,20271  USD ¥ Customer All Customers v

Select filter to search.. v T A Advanced Search

2 select All/Deselect All | ¥ (ENR4 ® L 9 [ invoices B Pay sSelected Bills = v (E) Enable/Disable Auto Pay % Dispute
Customer Customer View Invoice Invoice Invoice Payable . Dispute  Invoice
O CcaD Master ID Number Custome Brand Number Amount Amount  Faid Amount Amount  Date Due Date
& Correspondence
o u [ ] ] - [ - A ) Dealertrack -12.40 0.00 0.00 2016-05-12 2016-05-
]} - - - = - N = .. Dealertrack -18.63 0.00 0.00 2016-08-17 2016-08-

Updated: March 2025



	How to View Invoices
	How to Email Invoices

