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Network Services Company – Customer Invoice Portal 

Registration Instructions 

Registration for the Network Services Company Customer Invoice Portal can be 

completed in just a few easy steps.  A valid registration includes the following 3 

pieces of matching data: Invoice Number, Year of the Invoice and Invoice Amount.  

If all pieces match, the individual registering will be prompted for contact 

information which includes an email address and phone number.  Please fill in all 

required information during the registration process. 

Upon successfully completing the registration process an email is sent to the 

email address provided at the time of registration.  The data will be validated by 

Network Services Company and a confirmation email will be sent when the 

account is “Activated”.   

When the account is “Activated”, customer account information and the ability to 

“Print” invoice copies is available. 

 

Registration Process for New Users 

 Pull up Network Services Company www.networkdistribution.com 

 

http://www.networkdistribution.com/
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 Click on the “Customer Access” tab at the top of the page 

 

 

 Click on “Customer Invoices” 
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 Click “New User Registration” 

 

 

 Fill in the “Account Verification” fields 

o Required information includes: Invoice Number, Year of the 

Invoice and Invoice Amount 

o Click “Verify Data” 

 



  Customer Invoice Portal 

4 
New User Instructions  Updated 9/15/2016 

 Fill in the “New User Registration” fields 

o Complete all Mandatory fields marked with an “*” 

o The Phone Number requires dashes (Ex. xxx-xxx-xxxx) 

o There is a field for “Comments” which is optional 

o Click “Register” to submit the registration 

 

 

 The New User Registration is submitted for review by Network 

Services Company 

 

 An email is sent to the new user showing registration received.  A 

New Password is included for the initial login to the invoice portal. 
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 An email confirmation will be received when a new user 

registration is “Approved”.  Customer account information and 

invoices can be accessed by the user.  Enter the “UserID” and 

“New Password” from the first email received. 
 

 

 

 Login to the Customer Invoice Portal 

o If it is the first time, change your password 

o View the account by clicking on “List of Invoices” 
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 To pull up Account Information and Reprint Invoices click “List of 

Invoices” to display information. 

 

 

 To Print an Invoice Copy or more than one Invoice Copy, click on 

the check box(s) to the left of the Invoice Number and click 

“Reprint”. 
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 Click on “Invoice Document(s)” to view the invoice copy.  It will 

show as a PDF file. 

 

 

 To return to the Customer Account, click the “Back” button. 
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 The “Open Invoices” list is displayed. 

 

 

 To find an Invoice with a specific “PO Number”  

o Hold “Ctrl” key and the “F” key (Hold - Control F) 

o Type in the PO Number  

o The PO Number will highlight on the open invoice screen 

In the example below, Control F shows the “Find” box at the top 

of the screen. 
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 Next, type in the PO Number to find the line item.  In this 

example, the line item is at the bottom of the screen print below. 

 

 

Other features available: 

 Due Status shows a drop-down option to view Past Due, Current 

Due or All Invoices. 

 Search by Invoice Number – Click “Find” and type the invoice 

number. 

 To Reprint a single invoice, Click on the hyperlink in the “Invoice 

Number” column.  This is the highlighted invoice number with an 

“Underline”. 


