
V10 INVOICE HUB  
Invoice Hub is a great tool for dealerships to provide their customers with a portal to 

keep track of their paid and outstanding invoices online. This document will cover 

setting up Invoice Hub within the DMS for a dealership, how to use Invoice Hub from the 

perspective of a dealership, and how to use Invoice Hub from the perspective of a 

dealership’s customer. 

Invoice Hub Setups within the DMS 
In this section we will cover all the setups required for a dealership using Invoice Hub, as 

well as how to give a dealerships customers access to view their invoices online. 

Enabling Invoice Hub for a Dealership (PBS WILL DO THIS) 
To Enable a Dealership or a V10 site for Invoice Hub, switch the flag in Control 

Flags to Enabled. 

 

Setting up Website Design 
Once Invoice hub is enabled for a dealership they will need to do some basic 

setups to make their Invoice Hub look like a true extension of their dealership. 

Website Design can be found on the main menu under Accounting > 

Receivables > Maintenance > Invoice Hub > Website Design. 



 

 

Within Website Design choose the dealerships logo which will be displayed on 

Invoice Hub and emails. We recommend a logo with a transparent background.  

 

A Menu Background color and Menu Text Color will also need to be chosen. This 

should match the dealerships color scheme and branding.  

The Support email will be the email that they would like their customers to email 

with any questions about their invoices. This email will also be used as the from 

address on our Invoice Hub activation emails and as the user name for the 

Invoice Hub support view.  



The support password will be the password to login to the Invoice Hub support 

view. We will go into more detail on the support view later. 

They can also choose to add a header and footer message to our Invoice Hub 

activation emails. 

Select the Preview button to see a preview of the setups. The Preview Setups tab 

will show the user what the colors and logo they have chosen will look like 

together. The Preview emails tab will show the three different types of emails that 

are sent to their customer. If they have set up a header or footer message, this 

will also show here. 

 



 

Enabling Invoice Hub through the Contact Record.  
The first step is to make sure the customer has an email address. If they have 

more than one email address, select the magnifying glass next to the email in 

the contact header.  

This will open multiple email maintenance. In this screen select the email that 

they will be receiving their AR statements and Right click. From the right click 

menu choose ‘Used as ‘AR’ default email’. Close multiple email maintenance 

and save the contact record. 



 

The second step is to make sure that the Generate Statements Flag is Enabled. 

 

 

Finally, to enable the customer to view their statements on the Invoice Hub, 

switch the Invoice Hub flag to ‘Enabled’ in the statements section. 



 

After flagging the customer as enabled for Invoice Hub, you will receive the 

below popup: 

 

This popup states that by enabling Invoice Hub for this customer, they will 

automatically receive an email to activate their Invoice Hub account. Press yes 

on the popup and Apply and Close the Contact Record. 

This Customer is now enabled to use the Invoice Hub. 

Enabling Invoice Hub for a Customer through Invoice Hub 

maintenance 
On the left hand menu, navigate to Invoice Hub maintenance through 

Accounting > Accounts Receivable > Maintenance > Invoice Hub > User list. Or 

by typing User List into the main search bar. 



 

The Invoice Hub user list will bring up a list of all customers currently enabled for 

generate statements. If the customer, you are looking for is not in this list you will 

need to go into the contact record and enable them for generate statements. 

This list also gives you information such as which customers are currently enabled 

for Invoice Hub as well as their last login time. 

 

From this list select the customer you wish to enable for Invoice hub and Right 

click. If you want to enable multiple customers, hold down the Ctrl key on your 

keyboard and select the customers you wish to enable. From the right click 



menu choose Enable Invoice Hub.

 

After selecting Enable Invoice Hub you will get the below popup:

 

This popup states that by enabling Invoice Hub for this customer(s), they will 

automatically receive an email to activate their Invoice Hub account. Press yes 

on the popup. 

The Customer(s) will now be enabled to use the Invoice Hub. 

Disabling Invoice Hub for a Customer: 
You can Disable Invoice Hub for a customer the same way you enabled them. 

Follow the same steps laid out above, but choose disable instead of enable. 

Please note that disabling Invoice Hub for a customer will send them an email 

notifying them they no longer have access to their Invoice Hub and they will not 

be able to login anymore. 



Invoice Hub – Support View 
In this section we will go over setups for the Invoice Hub support view as well as 

navigation of the website. The support view is an admin login for the dealership to view 

their Invoice Hub enabled customers, statements and invoices online. This will help 

dealerships support their Invoice Hub website as they can directly view the same 

statements and emails that their customers see on their account. This feature is 

available in version 10.3.9 and later. 

Setting up the Support View 
Support view setups can be access in website design, which can be found on 

the main menu under Accounts Receivable > Maintenance > Invoice Hub > 

Website Design, or by typing Website Design into the search bar. 

 

Within Website design maintenance enter the email address of the user that will 

be supporting the Invoice Hub website. This will be the username for the support 

view login. 

Note: This is also the email that any support questions from customers about their 

Invoice Hub will go to. 

Next enter the support password. This will be the password for the support view 

login. 



 

Logging in to the Support View 
To access the support view, navigate to your web browser and go to the 

following URL: 

Enter your Support email as the user name and your support password, then 

select login.  

https://invoicehub.pbsdealers.com/ 

https://invoicehub.pbsdealers.com/


 

Navigating the Support View 
After logging in to the support view you will see a list of customers that are 

enabled for Invoice Hub. If this list is long you can search by the customer email 

address. The list will show the customers email that they use to log into their 

Invoice Hub, the customer code, customer name, and the last time they logged 

in to their Invoice Hub. 

Select the customer email hyperlink to send the customer an email directly from 

the support view. 

Select View statements to view a list of the customer’s statements that are on 

their Invoice Hub. 



 

The Statement view will show a list of statements and their dates, that have been 

uploaded to Invoice Hub. You can search an invoice number to bring up any 

statements that have that invoice o them.  

To view a PDF of the statement, select the blue PDF link next to the statement. To 

download a PDF of the statement, select the blue down arrow next the PDF link 

of the. 

Choose view invoices to view all invoices on the corresponding statement 



 

From the invoices view you can see the invoice number, date, due date and 

age. To view a PDF of the invoice, select the blue PDF link next to the invoice. To 

download a PDF of the invoice, select the blue down arrow next the PDF link of 

the invoice. 



 

To navigate back to a list of all users enabled for Invoice Hub, select users from 

the left menu. 



  

  



Invoice Hub – Customer 
In this section we will go over Invoice Hub from the point of view of the dealerships 

customers. It will cover activating their account and navigating the website. 

Activating your Invoice Hub Account 
When a Dealership flags a customer as enabled for Invoice Hub, their customer 

will receive an email to Activate their Account. 

This Email will contain a one-time password and a link to Activate their account. 

 

Copy the one-time password and select the Activate your account link. This will 

open the Invoice Hub in the customer’s default browser.  



 

In the email field it will automatically fill the users email which they receive their 

statements to. This must be the email they use to activate their account.  

Paste the one-time password into the password field and select login. This will 

bring you to the registration page where you will select your permanent 



password. 

 

Choose your new password and select Register. This will log you in to your new 

Invoice Hub account. 

Navigating the Statement View of Invoice Hub 
The home page of your Invoice Hub is the statements view. Here you will find a 

list of your recent statements. This page will only show your last 6 months of 

statements. 



 

If you want to search for a statement which contains a specific invoice number, 

type the invoice number in the search bar and it will filter your invoices that 

contain that invoice. 

 

To View a PDF copy of your Statement, select the PDF link. Alternatively, if you 

wish to download the statement select the down arrow next to the PDF link. 



 

Note: If you are unable to view the PDF try opening Invoice Hub with Google 

Chrome or Firefox. 

To view invoices on a particular statement, select the View Invoices button next 

to the statement you wish to view. 



 

Navigating the Invoices View of Invoice Hub 
The Invoices view will list all invoices that have been generated for you in the last 

6 months since your dealership started using Invoice Hub. 

Select Invoices from the left side menu to access this view. 

 

The Invoice view lists any service orders, parts orders or receivables invoices that 

have been generated for you by the dealership. This view functions the same as 



the statements view with the options to search for an invoice, as well as view or 

download a PDF of the invoice. 

 

 


