
HOW TO ACCESS 
INVOICES ONLINE

A walkthrough on how a customer can access 
invoices at www.royalcupcoffee.com



On the home 
page, click the 

Shop icon.



Then enter the assigned 
username and password 

here and click Sign In.



Once you log in, you will 
see your account 
information here.



You can then click on My 
Documents.



From the My Documents 
Drop down menu, click 

Invoices/Payments.



Select “Open or completed” 
to pull up all invoices. 

Also select the time period 
you are looking for.

Then click the Search icon to 
generate the invoices. 



Once the invoices are generated, 
scroll down to view them.

Click on the PDF icon to open an invoice.


