Invoice Viewing Instructions

1.  Log on to:  https://kirms.state.ks.us/webapp/
User Name: UserId
Type in your password & click OK.
Your password expires every 60 days whether you log in or not, or if you try to log in unsuccessfully more than five times, you will be locked out.  You may need to call (785-296-5599) or email the KIRMS Help Desk (kirms@da.ks.gov) to get your account unlocked.

2.  At the Welcome screen Menu, click on "Report History".
Invoices can easily be looked up by changing the Search By to "Title", enter "*2011" (asterisk + current billing year) and click GET.  The arrow buttons at the top left of the screen can be used to page through lists of invoices or you can open the bookmarks and click on the different Bill Account numbers in the list.
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3.  Double click on the invoice you need--this may take a few seconds.  

4.  Printing:  Right click on the invoice and click Print. 

5.  Details:  In the middle of the Invoice Page is the statement "Click here for charge detail" in blue.  Click once to view the Details.

Details Print:  the same as for the invoice summary.

6.  Then click on "x" in upper right corner to back out of all windows.

