
MYBUSINESS-INVOICE PDF EMAIL 
 
FEATURE SUMMARY: 
Principal distributors utilizing the MyBusiness app to operate their business will now be able to send themselves an 
email with a PDF of all of the invoices for a retailer, day, or time period.  The invoices are archived for you in bulk for 
retrieval at your convenience. You will have access to download the files for a specific date range to your own electronic 
filing system for up to 18 months.  These PDFs will also include any photos you have stored with your invoice. 
 

 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
From the Home Screen or the three-bar menu, tap “Reports.” Scroll down to the bottom of the list and tap 
“Invoice PDFs.” 

1. 

2. The Location, Stores, and Date Range fields are variable.  Tap under the Location, Stores, Dates sections to edit 
these fields. You may select any number of stores or the “select all” choice at the top.   



 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tap “Request PDF” to initiate an email with the requested invoice documents.  The email may take up to 5 
minutes to send.  Tap “ok” to go back to the home screen. 

3. 

Here is an example of what the PDF Email will look like.  You will click on the hyperlink and the PDF will open into a 
web browser.  You will be able to save to your PDF file to your phone or computer. 


