
How to Print a Payment Receipt in PLUS 

A customer must be logged into their PLUS account to view and print payment receipts in PLUS, but 
they do not have to be a contact on a record to view that records payment information and receipts. 
The following steps cover two different scenarios: a customer is logged into PLUS and is a contact 
on the record, and in the second the customer is logged into PLUS but is not a contact on the record 
of interest. Note: Receipts are not visible to users not logged into an account. 

Scenario 1 - Logged into PLUS and a contact on the record: 

Step 1. Click on My Records, and then click on the relevant record number in your record list to 
open the record details. 

 

 

 

Step 2. Next, click on the Payments tab then Fees. 

 

 



Step 3. Click on View Details to open the receipt. 

Step 4. Click on the ellipses (…) in the top right-hand corner and select Print. 

 



Scenario 2 - Logged into PLUS and not a contact on the record: 

Step 1. Enter the record number into the Global Search field and click Enter. The record details 
will open. Next, click on the Payments tab then Fees. 

 

 

Step 3. Click on View Details to open the receipt. 

 



Step 4. Click on the ellipses (…) in the top right-hand corner and select Print. 

 

 

 

 

 

 


