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Conveyance Management 
Portal User Guide 

Printing from the Portal 

A step-by-step guide to printing 

documents from the Portal including 

Invoices, Receipts, Permits 

and Annual Operating Certificates 
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Introduction

  

This user guide is for all customers involved with a conveyance. All Portal users can print 

or download: 

 Receipts 

 Permits 

 Annual Operating Certificates 

NOTE: You will only be able to print documents for conveyances you own or manage. 

You will not be able to print documents for conveyances transferred to another owner 

or for revoked or suspended conveyances.  

NOTE: All documentation uploaded or entered into the Portal is subject to public 

disclosure at any time.
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Printing invoices 
 

1. Log in to the Portal. 

2. The Home Page will appear. Select Manage Invoice from the “WHAT DO YOU 

WANT TO DO” menu at the bottom left. 

  
 

3. On the next screen, you’ll see all the invoices generated for your business entity, or 

for conveyances you have been granted access to if you are a property manager. You 

can sort using the Status column or the Balance Due column to manage your 

invoices. 

4. Check the Status column to see if your invoices are paid, partially paid, or unpaid. 

Use the Balance Due column to see the amount owing for each of your invoices. If 

an invoice has been paid, the balance due will show as zero.  If an invoice has a 

balance due, that will also be displayed here.  
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5. Find the invoice you want to print, select the Print Invoice link in the right column. 

 

6. A pop-up will appear when the invoice PDF is downloaded. Select the most recent 

download to print. Print as normally done on your computer. You can close the 

document screen once complete. 

 

 

The Manage Invoice screen will appear again. You can follow the same process to print 

an invoice with an unpaid balance.  

 You can pay a balance online once an invoice is available.  

 You can also print the invoice and send your payment by mail or pay in person at 

an L&I customer service location. 

NOTE: Write down your invoice number if you’d like to use it to find a specific receipt.  
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Printing receipts 
 

1. Log into the portal. 

 

2. The Home Page will appear. Select Print Receipt from the “WHAT DO YOU 

WANT TO DO” menu at the bottom left. 

 

 
 

3. Below the Print Receipt header, select the Print link in the far right column for 

the receipt you want to print.  
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4. Once the receipt has downloaded a pop up will appear. Select the download you 

would like to print. 

 

 
 

5. Print the document as normally done on your computer. 
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Printing permits and Annual Operating 
Certificates 

 

1. Log in to the Portal. 

2. The Home Page will appear. Select Manage My Permit from the “WHAT DO YOU 

WANT TO DO” menu at the bottom left. 

 

3. For the permit you chose, select the Print link from the column on the far right. 

NOTE: You may only print active permits or operating certificates. You may need to 

scroll down to find the permit you want to print. 
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4. A pop-up will appear when the PDF is downloaded.  

 

5. Print the document as normally performed on your computer. 

 


