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Viewing Summary Invoices on myDCLI 
 
1. Go to myDCLI.com/login 
2. Enter your email address and click Next. 
 

 
 
After entering your password, you will follow one of two possible login paths: 
 
3a. If your company uses Microsoft Entra, you will be 

asked for your company/network password (not 
your legacy dcli.com password). Enter the 
password then click Sign in. 

 

3b. If your company does not use Microsoft 
Entra, you will receive a multi-factor authentication 
email containing a code to confirm your identity. 
It will be sent from: myDCLI (via Microsoft).  
<account-security-noreply@accountprotection.microsoft.com> 
Enter the code you receive in the field indicated 
and click Sign in.

 
 
 
 
 
 
 
 
 
 
 
 
 

 
NOTE: If you want to save your credentials for a quicker login process,  
you can select to do that on the following “Stay signed in?” screen. 

https://mydcli.com/login


4. From the myDCLI Homepage, the Invoices section in the left-hand navigation allows you to either view your Billing 
Statements or Manage Invoices. 
To view your Billing Statements, click Billing Statements in the left nav. You can also click on the “View All Invoices” 
link at the bottom of the Open Invoice Aging graph. 

 

 
5. At the bottom of the Billing Statements screen, you will see a table of your invoices. This table is completely 

customizable and can be modified in several ways: 
a. You can click on a bar in the graph to filter the results to show only that date range 
b. You can click on the Details and Summary icons above the table to toggle between the two lists 
c. You can search for a specific Transaction Number (in the Detail view) or Summary Invoice Number (in the 

Summary view) 
d. You can click on the Filter icon to filter results by Invoice Type, Billing Date, Invoice Amount, or Invoice Aging 
e. To remove any filters, click the Clear icon above the table 
f. You can click on the Download icon to export the list as a CSV file 



6. To manage your invoices, click the red Manage Invoices button above the table. You can also click “Manage 
Invoices” in the left-hand navigation Invoices section or “Pay or Dispute Invoices” in the left-hand navigation Quick 
Links section. These links will open in a new browser tab.  
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7. Make sure the INVOICES tab is selected. 
 

 
 
8. You now have a customizable view of all your summary invoices. 
 

 
 
9. Hover your mouse over the column headers to see the view options available for each.  

An arrow icon indicates that the data in the column can be sorted in either ascending or descending order.  
To sort, click the column header. 

 

 
 
 
 
  



10. Click the three dots to see other view options for the column. 
 

 
 
11. For example, click the Filter option to remove certain types of invoices from your summary view.  

In this example, we have selected to only see invoices with a status of “Open” on this tab by clicking Filter, then 
selecting Open from the Value dropdown menu, then clicking Add Filter.  

 

 
 

 
 



 
 

You can use the options available on each column to customize the summary invoice tab view to your preferences. 
 
12. You can download invoice information by clicking on the icon in the Attachments column. 
 

 
 
13. The dialog box will give you the option to download a PDF of the summary invoice, which is the same document 

that you received via email.  
If the invoice has move-level details, you will also see an option to download an Excel file containing that detailed 
information. 
Click the blue arrow icon to download a single file or the red Download All Attachments button to download all files 
shown in the window. 

 

 
 
 
  



Viewing Invoice Details on DCLI.com 
NOTE: Invoices issued on or before October 31, 2024, and that are still open do not show move-level invoice balance 
details on the View screen since payments could not be applied at this level in our previous system. You can see the 
Remaining Balance and Invoice Status for these invoices from the main screen of the Invoices tab. Invoices issued 
November 1, 2024, or later with show Remaining Balance and Invoice Status at both the summary level on the main 
Invoices tab and at the move level on the View screen. 
 
1. To view detailed information about an invoice, click the blue View link. 
 

 
 
2. Some invoice types (toll & violation, migration charges, M&R rebill, etc.) will only have one row of information on 

the detail screen.  
 

 
 
3. From this screen, you have another way to download a copy of the invoice PDF by clicking on the red View 

Attachments button at the top of the table 
By clicking the icon in the Attachments column, you can also access the invoice PDF and, if the invoice has been 
paid, a PDF of the receipt will be available to download.  

 

 
 



4. Other invoice types (CMS daily use) will have multiple rows of information on the detail screen showing move-level 
details.  
The view on this screen is customizable (sort, filter, hide, etc.) in the same manner as on the summary invoice 
screen. 

 

 
 
5.  From this screen, you have another way to download a copy of the invoice PDF and the Excel file containing all of 

the invoice detail by clicking on the red View Attachments button at the top of the table. 
 

 
 
6. By clicking an icon in the Attachments column, you can download a PDF of the receipt for paid invoices. 
 

 


