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How to...
View a dispute

1. Sign into your account.

If you have one account, once you have signed in you 
will be taken to your availability page. 

From any other page, click on the Agreements icon.

2. If you have a group of accounts, select the  
account from the list that you wish to draw the  
payment from by clicking on the name.

3. You will then be taken to the Agreement Summary 
page.
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4. From here, select the Ledger icon on the left hand 
side menu and click on the Ledger Analysis tab.

From the Ledger Analysis Tools drop down menu, 
select All Disputed Items and then click on the blue  
Search button.

5. A list of all disputed invoices will then appear 
beneath. Select the one you wish to view by clicking 
anywhere on the line and the Ledger Item Details box 
will appear.

6. Click on Disputed Messages and a summary  
view will load.
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7. To view the full dispute details, tick the box on the 
left hand side of the dispute, and they will appear as a 
message.

If you want to send a response back to the Credit 
Control team, you can do so by clicking on the  
Reply button. 

8. Enter your message and click on send.


