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System Background 

 
The Central Billing Service is a web based software application designed for the processing 
and consolidated billing of invoices, credit notes and statements.  
  
The new secure website allows Members easy access to their invoice, credit note and 
statement information, and the ability to 'drill down' to more detailed information, including 
the ability to select by supplier.  All customer information accessible on the website can 
be either downloaded into spreadsheet format or saved and/or printed in a PDF format. 
 

Log In 
 
The website can be accessed from: www.centralbilling.co.uk.  To log into the website click 
on the Log In button, if you are not a Member contact the Central Billing Team. 
 

 
 
When you have logged into the site, you will then be taken to the Member Log In area. 
  

http://www.centralbilling.co.uk/


 

 
 
 

USER GUIDE 
 

   

 

Registered office: Unit 2, Olympic Way, Birchwood, Warrington, WA2 0YL 

t:  +44 (0)845 864 5161  f:  +44 (0)845 864 5115  e: cbs@cel.co.uk 

 

To log into the site, enter your Email Address and Password and click Log In. 
 

 
 
If you have forgotten your password you can choose the ‘forgotten my password’  prompt. 
This will ask you for your email address, and your password will be sent to your email. 
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Homepage 
 
Once you have logged into the site you will get to the site homepage.  The Central Billing 
Services site will allow you to view, print and download your statements and invoices. 
 
Use the menu along the top to navigate through the site. 
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Statements 
 
The statements section of the site allows you to view, print and download your current and 
previous statements, effective from the 1st June 2010.  Previous statements for PfH 
Members are available through the PfH website.  
 
To view a statement use the ‘Member Reference’ drop down to select which Member you 
wish to view.   
(Please note that you will only be able to view member statements within your responsibility.) 
 
Then, using the ‘Statement Date’ drop down, select which statement date you wish to view. 
 
 

 
 

   
 
Select ‘Member Reference’   Select ‘Statement Date’ 
 
 
 
Once you have selected which Member and statement period you wish to view, the 
statement will appear on the page.   
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Once the statement has appeared on the page you can then view the statement summary 
and statement detail.   
 
You then have the option to ‘Save as a PDF document’ or ‘Save as Excel File’ (at the bottom 
of the screen). 
 

 
 
You also have the facility to click on the invoice number, in the statement detail section, to 
view the invoice breakdown (overleaf). 
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The below is the view of the invoice detail when you have clicked on the invoice number in 
the statement detail section of your statement. 
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Saving the Statement - save as a PDF 
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Saving the statement - save as an Excel file 
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Invoices 
 
This section of the website allows you to view, print and download your invoices. 
 
To view an invoice you will need to select which Member you wish to view, using the 
‘Member’ drop down field. 
Next, select which period you wish to view by using the ‘Statement Period’ drop down field. 
You can then break it down further by specific supplier using the ‘Supplier’ drop down box. 
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Once you have selected which information you wish to view the information will then appear 
on the page. 
 

 
 
Select the Account you wish to view, the associated invoices will then appear in the box 
below. 
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You can then click on the Invoice Number and the invoice detail appears at the bottom of the 
page. 
 

 
 
You can then save a copy of the invoice as a PDF, by select the ‘Save a copy’ option 
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Saving an Invoice – as a PDF 

 
When you have selected ‘save a copy of this invoice as a PDF’, the below box will appear. 
 

 
 

 
 
  

Select Open or Save. 
 
The invoice then appears as a 
document. 
 
You should also receive a paper 
copy of the invoice from your 
supplier for VAT purposes. 
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Saving Invoice data – as a CSV. 

 
You can also save invoice data as a CSV which will be useful for statistical purposes.  On 
the View & Save Invoices screen you will see a ‘Save invoice data as CSV’ option. 
 
When you select this it will download all invoices into a spreadsheet as above for all periods 
showing all detail of products for every invoice.   
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About Us 
 
This page gives an overview of Central Billing and some of the customers of Central Billing.  
You can also download the FAQ’s and monthly cycle process. 
 

 
 

Contact Us 
 
This provides the contact details for the Central Billing team, should you have any queries. 
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Change Password 
 
If you wish to change your password for accessing the site, change your password here. 
 

 
 
 


