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Account Management 

In this guide, you will learn how to manage your invoices, payments, and 

Wallet in the HollisterStier Allergy Ordering Portal.  
 

1. To manage your Wallet select your profile.

 
 

2. Select My profile and Wallet from the menu.
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3. Scroll to view your credit card and eCheck information. You can add a new 

credit card or eCheck details from this screen. Once finished, return to the 

Dashboard.

 
 

4. You can view your payments and invoices through your open items, either 

through the left-hand navigation or on the main Dashboard.
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5. The Open Items view shows outstanding and overdue balances, along with a 

summary of invoices. Select View All to see more details.

 
 

6. Your Account summary displays your payment terms, date of last payment, 

and remaining credit.
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7. You have the option to view your invoice details by clicking on the Invoice 

Number.

 
 

8. This screen provides your full invoice details. Select Document to download 

the invoice as a PDF.

 
 

 



 

 

Elevating Allergy             5 
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9. You can download your invoices as a CSV file or download your Month-end 

Statement as a PDF.

 
 

10. The search toolbar allows you to search and locate invoices within your 

account.
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11. Select Back to return to the dashboard.

 

12. From the Dashboard, you can pay your invoices by selecting the individual 

invoice, or several at once by selecting the check box.
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13. Click Pay Selected Invoices.

 
 

14. You may enter optional reference details or select your Payment Method. 

This will vary based on your profile and Wallet settings.
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15. Select a Payment Option. You can use a payment method saved in your 

Wallet, save a new payment method, or enter a payment method for a one-

time payment without saving it.

 
 

16. Select Proceed to Payment Review once you have selected your payment 

method and options.
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17. Review your payment details and click Submit.

 
 

18. This screen confirms that your invoice has been paid. Select Back to 

Dashboard to return to the main menu.
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19. You can Make an Advance Payment from the Dashboard.

 
 

20. To make an Advance Payment, enter your payment details. Then select 

Back to return to the Dashboard 
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21. You can also view invoices through the left-hand navigation menu.

 
 

22. This view allows you to download your invoices as a CSV file, further refine 

your search criteria by selecting Filter, and locate invoices with the search 

toolbar. 

 
 

 

 

 

 



 

 

Elevating Allergy             12 
 

Account Management 
 

23. Select the Plus or Minus icons to expand or minimize the invoice summary. 

To view the full invoice details, select the Invoice Number.

 
 

24. Select the Order Number to view the order details associated with an 

invoice.
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25. Within the Order Details, you have the option to duplicate the order by 

selecting Copy Order.

 
 

26. Click the Back button to return to the Dashboard
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27. To review payments, select Payments from the left-hand navigation.

 
 

28. This screen allows you to download your payments as a CSV file or you can 

further refine your results by selecting Filter. You can also find payments by 

searching within the toolbar.

 

Managing your Wallet, invoices, payments, and open items is easy with the HS 

Allergy Ordering Portal. 
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