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Follow the steps below to edit the following notifications:

•	 Due and Past Due Invoice Reminder (In-Portal, Email, and SMS)
•	 Invoice Preferences (Mail or Paperless)

Access Settings

1.	 From the top of any page, click your avatar icon and 
select Settings from the drop-down menu.

Due and Past Due Invoice Reminder

1.	 On the Settings page, under Notifications, click Edit 
Notification.

2.	 Under Billing Notifications, do any of the following:

a.	 Select In-Portal notifications.

b.	 Select Email notification.

c.	 Add, edit, or delete an email address.

d.	 Select SMS notification.

e.	 Add, edit or delete a phone number.

3.	 When finished, click Save.

Continued on the next page...



Invoice Preferences

1.	 On the Settings page, under Notifications, click Edit 
Notification.

2.	 Under Billing Notifications, you can do the following:

a.	 Select In-Portal notifications.

b.	 Select Mail Billing or Paperless Billing.

c.	 Add or delete an email address.

3.	 When finished, click Save.
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