
 
 

 
Welcome to WebDocs 
 

• WebDocs provides anytime access to search your purchase history and 
view or print your invoices, credits, and statements. 

 
• Using WebDocs, you can choose to have your statements automatically 

emailed to you in addition to or in lieu of your mailed statement copy.  
 

• Should you choose to receive emailed statements, you can also choose to 
automatically receive copies of all invoice and credit memos listed on the 
statement in question.  

 
• WebDocs will not have records from our old imaging system. If you need 

paperwork for an invoice dated prior to 10/01/17 please give us a call. 
 

• This guide was created to assist you in registering to use WebDocs and con-
figuring the system to your personal preferences. 

 
• Please give us a call if you encounter any problems registering or using 

WebDocs.  
 

We are happy to help! 
 
 

Credit Manager      Kristen Pratt     (315) 731-5538      kpratt@usawood.com 
IT Manager      Bob Burt  (315) 731-5536 bburt@usawood.com 

 
 
 
 
 
 
 
 



Lets get started 
 

 

To get to WebDocs, you can always find a link on our main website www.jay-k.com 

The link is under the “Customer Support” heading of the navigation menu. 

 

Alternatively if you would like to go WebDocs right now, please click here. 

Or copy and paste the link below 

 https://webdocs.epicor.com/site/cgi-bin/3pp.pl/cname/jayk 

 

On the login page for WebDocs you will find a link to create your new account. 

This will take you to the first step in self registration. 
 
 

 



From here you just need to verify a few details from a JAY-K Lumber invoice you have that is 

dated on or after 10/01/2017.  Enter the data requested and click "register". 
 
 

 
 

If the window below appears, call Deb Kosek or Bob Burt to have your account on  

JAY-K WebDocs reset. 

 

Upon acceptance of the information provided, you will be prompted to create your account.  

Go ahead and click "proceed" to continue. 
 
 

 
 



On the first page of account creation most of the fields are optional. 

Only the Name field is required.  The name being requested on this page is your business name.  

Then click "Proceed" 
 

 
 

On the second page of account creation is where you will choose your username and password 

for the login page. 
 

Please observe the password complexity rules noted in the picture below. 
 
 

 
 



 

Upon successful account creation, you will be returned to the login page 

which will now have a message in red indicating the successful account crea-

tion. 

 

 

 
 

Please login using the username and password you chose in the previous step. 
 

After logging in for the first time, you will be asked to choose from a few options for statement 

delivery. 
 

These preferences can easily be changed at a later time if you change your mind. 
 
 

 
 

Selecting “I have no preference” will mean you will continue to receive your monthly statement 

as you currently do, whether by e-mail or USPS. 
 



 

You can choose to receive only a mailed paper statement, only an email statement 

or you may choose to receive both. 
 

 
 

By default with email statements, the WebDocs system will also send copies of all invoices and 

credit memos associated with the statement in question. If you do not want to automatically re-

ceive invoice and credit memos with your emailed statement, please check the box that states 

“Even if supporting documents as available, I do not want to receive them 
 

You will notice there are also toggles to choose between receiving the emailed statement as a 

PDF attached to the email or instead receiving a link to view the statement online. Should you 

choose to receive your statement as a PDF you can also set a password to protect it from unau-

thorized viewing, which may be useful if the file will be going to a shared email account.  
 

Make sure you check the box for the email address list in the box titled “Who would like to re-

ceive the e-mail?” 
 

If you would like an additional person to receive the statement, enter the email in the 

“Additional recipients email” box. 



 

 

 
 

 

 

Pictured below is the page you will normally see upon logging into WebDocs from now on. 
 

 
 

There are checkboxes towards the top left side to toggle the document type(s) you are searching 

for. You can enter as much or as little detail as you like to narrow your search. 

 

 

 

 

 

 

 
 



Pictured below is a sample search for invoices dated between 08/22/16 and 08/31/16 with a 

purchase order of “Test”. To view an individual invoice you can click the magnifying glass 

icon next to the line in question, this will open the invoice in a new window. If you would 

like to view all current search results at once, you may click the magnifying glass with 

multiple pages icon to combine them into one file which will open in a new window 

 
 



Below we have an example of a broader search. 

The search pictured below is looking for all invoices between 08/22/16 and 08/31/16 

regardless of what the purchase order was. 

To view a specific selection of invoices from the search results, you may highlight multiple 

lines (shown below in blue) by holding down the CTRL key on your keyboard while you click 

on the ones you want. 

Once you have highlighted your selections, you can again click the magnifying glass with mul-

tiple pages icon to open only the selected invoices together in a new window. 

 

To print specific signed or computer generated invoices, change the drop down box from 

“Grid” view to “Thumbnail” view.  You will now see each computer generated invoice with the 

scanned copy if available to its right. 

 

Select the specific invoices to print using “Ctrl” left mouse click. Select as many as needed.  

The documents selected will be outlined in red.  

Near the lower right corner of the thumbnail window, left click the adobe reader icon. This will 

prepare and view all the selected documents in a pdf reader window. From there you can save 

the pages or print them. 

 

The JAY-K accounting department scans invoices and credits daily. So there may be a day or 

two delay, in us getting the signature copy into our system. 




